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SPEECH PATH 


TO FARAWAY COUN PRIES 


World-wide events emphasize the value 


of Overseas Telephone Service 


Great forward strides have been made since 
Rell Svetem maugut ited OWwerseas Pelephone 
we in L927, 

Then there was only one link and that) was 


from New York to London 


phone service reaches out to more tl im oninety 


Today this radiotele- 
faraway countries ind territories 
In LO27. only twenty-three hundred Overseas 


were made, Vi me than that are now made 


every day. There have been important: improve- 


ments in the quality of service and substantial 
reductions in rates. 

Here is a tool of increasing importance to 
finance. industry and commerce and a vital inter- 
national voice channel for Government and the 
Armed Forces. The growth of the service over the 
past twenty-live vears Is proving of parti ular 


aiue right now. 
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Rent This 
By The 
Hour 


Pay only for 
what you get! 


High-speed, modern punched 
card accounting machines 


certainly are time-savers 


but 


perhaps you cannot justify 


their full-time use! 


In that case, why not discuss 
your problems with us? You 
pay us only on the basis of 
actual time used—and you 
are assured that your reports 
will be prepared on time 
This suggestion may save 
you thousands of dollars— 


as it has for others 


Why not investigate now? 


RECORDING & STATISTICAL 
CORPORATION 


CHICAGO @ BOSTON © DETROIT 
MONTREAL @ TORONTO 


100 Sixth Ave, New York (3, WN. Y. 





(Courtesy of Dictaphone Corp.) 
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Dramatize Cold Figures 


gratulated 
nfiormative ar 
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1952 ition 


y own 

before 

profit 

isiness held 

after thoroughly 


realize 


cap wouk 
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Office Shortage 


» the I 





We thougt ou would like to know 
that your lerwood Cor 
poration 1 quit accurate is lar as 

in addition to the six 
schools we lo have operator 
zy and employment assistance 
of our 124 branch offices in the 
R. K. ALLERTON kt 
Underwood Cort 


Omnibus Credit Card 


lo the Editor 


In the September iss \MERICAN 
BUSINESS Magazine, I read about the 


bus credit card system sponsored 


rd, Ir 


of this or 
1 write Mr 
National 
Michigan 


nappy 
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College Recruiting 


Editor’s Note: Although this infor 
mation came too late to be included 
in our article “Yes, Say 23 College 
Placement Heads,” appearing in this 
issue, We are running it in this column 
so that our readers can have the ben- 
efit of these two colleges’ experience 


ro the Editor 


More than two hundred companies 
visited us last year to interview stu 
dents for positions with their organ- 
izations. Only one of the two hundred 
could be considered careless in the 
selection of graduates. They gave a 
short interview and a few days later 
wrote, offering almost every man who 
interviewed them a job. All of the 
other companies did a fine job of selec- 
tion although many admitted that 
they took men who might not be up 
to the standards they had previously 
held W. C. Ross, assistant dean, 
director Placement Bureau, College of 
Commerce & Business Administration 
l'niversity of Illinois. Urbana, Ill 


ro the Editor 


Last year was a rugged one for the 
student, business, and the placement 
office, as the greatest number of com 
panies in history interviewed the 
skimpiest class of some time. The bur- 
den for handling this increased activ- 
ity has fallen on colleges which, as a 
result of financial troubles, have cut 
down on staffs 

I think many companies made a 
great mistake in the men that they 
sent out last vear. It is obvious that 
some organizations relegated recruit- 
ing to a man who was least needed at 
home. Most often, such an individual 
was a brand new employee, too young 
and too inexperienced to be impres 
sive to a student. Such companies had 
unsuccessful recruiting seasons, but I 
don't think their mistakes reflected 
on all business. There are companies 
that consider recruiting important 
enough to delegate it to impressive 
executives so that poor impressions 
are offset by good ones. Recruiters 
pick up men remarkably like them- 
selves, so that an organization, in 
planning its personnel needs, can gov- 
ern itself accordingly.—J. L. Mun- 
SCHAUER, director, Cornell University 
Placement Service, Ithaca, N.Y 


Controlling Absenteeism 


To the Editor 


We thought you might be interested 
to know that our company supplies 
the gals with gold mesh slippers with 
removable sanitary inner soles to 
wear while their own water soaked 
shoes dry out.—GLENN E. HANSEN 
personnel mgr Transparent Pack 
age Co 520 S. Morgan St., Chicago 
9, Tl 
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Secuairy Sti Gourpment 
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SECURITY STEEL 





How hot is “hot” 


when your building is burning ? 


It can easily be hot enough to put you out of business — permanently ! 


why, every year 
that lost rece 


| rod iced to 


surance settlement, Sadly enough 


that must he 


nan actually beleved he 
He found out too late the i 
» and neighborhood hazards factors to 


rly considered to truly play it safe 


Let a qualified Diebold specialist 


measure your fire hazards today! 


With scientific measuring 
devices, a Diebold specialist 
can properly evaluate your 
fire hazards. This informa 
tion is invaluable in selecting 
the proper safe for your rec 
rd protection nee ond 
its free! Ask 


Microfilm rotary, vertica sible filing equipment safes 


chests and vault doors bonk vault equipment 


Its easy to overlook this factor when contem 
plating safe pure hases sut it’s not too late to check 
t. There are scientific methods available today to 
accurately measure these hazards and you can have 
such a survey without obligation... through your 
Diebold protection spe ialist 

With proven and tested methods, he will determine 
your hazards rating and show you if you are ade- 
qu vy protecting your business records, There are 
no strings attached, so use the coupon below for 
all the facts—but do it now, not after the fire. 


DicDold “sic 


i'm interested in a fire Hazard Survey at 


Foctory bronches and dealers in oll principo 
burgior clorms 
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BUSINESSMEN everywhere 
happy over the election outcome. It 
seems that relatively few business 
men were favorable to the Demo- 
cratic ticket. After twenty years of 
increasingly critical and punitive 
treatment, it is not surprising that 
business thought it time for a 
change. But, as one financial man 
said, “Twenty years of prosperity 
even if it included inflation, made 
our bad loans good, corrected our 
mistakes, multiplied our volume, 
and healed the effects of careless 
credit policies. Now, with a new ad- 
ministration, we must go to work 
and improve our management for 
we are no longer going to be let off 


SO easy. 


were 


REPUBLICAN policies have histo- 
rically been in favor of sound 
money, a pay-as-you-go policy of 
balanced budgets, and higher inter- 
est rates, as well as higher profits 
How badly we need higher profits 
is seen in just one look at almost 
any corporate statement; Bur- 
roughs, for example, which had to 
chalk up a whopping 25 per cent 
sales gain to maintain profits. In 
other words, there was a 25 per 
cent sales gain, with no gain in prof 
its. This is typical of the difficulties 
business has faced in wrestling with 
current problems. If the new ad- 
ministration will assist business to 
earn a profit commensurate with 
sales gains, it seems likely to be the 
most popular, so far as business is 
concerned, in a generation 


PUBLIC OPINION polls failed to 
reveal the landslide quality of the 
election. Actually, it seems to us, 
the pollsters were even more badly 
mistaken than they were in 1948, 
even though they generally pre- 
dicted General Eisenhower's elec- 
tion. So far as we can determine, 
all of them forecasted a ‘close elec- 
tion,” and none hinted that a ground 
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swell was in the making. It 

us wonder how much business 
rely upon attempts to forecé 

lic action. Perhaps the public 
doesn't know what it intends t 
what it will buy, or who it 
patronize several months hen 


EISENHOWER WILL NEED 
patience, cooperation and the 
fidence of the business 

We must not 
him to toss up a series of 

the first 90 days he is in px 
months after President Ro 
came into power, criticism « 


to get results 


tions was rampant in nea 
ery sector of the business cx 
ity. It is to be hoped that we will 


not make this same error in the 


General's administration. Some of 
his promises do sound extremely 
rosy, and we need to be patient 
while he perfects a hard-hitting ad 
ministrative team, while he feels 
way with Congress, and while 
leaders try him out and see how far 
they can go in the demands they 
will be almost certain to make. Rus 
sia probably will not be content ur 
til it tests him, and sees just how 
far it can go without provoking hin 
to expanded military action. Never 
did any man face more problems 
and for business to press its de 
nands on him too vigorously cot 
be a serious mistake. Yet it is 
deniably true that business is 
entitled to relief from the 

which have grown up in the Gov 
ernment’s relations to business 


] 
l 


nance and industry during the pa 
20 years 


E. B. WEISS, of the Grey Adver 
tising Agency, probably knows as 
much about retail merchandising as 
any man in America. He predicts 
that the retail shopping week will 
eventually develop into a 5-day 
week, with the opening hour start- 
ing at noon and the closing hour at 


‘ 


us prediction on 


irday sales, and 
tht selling has been 
areas 
»0 per 


pping success in mal! 


ne Western stores report 


heir sales being made after 


While this development may 
the 


LATENT BUYING POWER awaits 


ry ‘ ' 


iny a 


st glance 1 
public has all 

it needs; yet when 
its new mess 
Sales jul ped 
September, as 

>» same month last 

week after introduc 

he new pen, the factory 
switched from a 5-day weekly 
dule to a 6-day week, to keep 


th dealer demand 


JAMES LEES & Sons 


Company, 
covering manufacturers, will 
a national sales meeting De- 
r Sth via Theatre Network 

vision. Lees will present its pro 


9 key cities, including 
ago, Cincinnati, Cleve 
Denver and San Francisco 
ompany’'s own sales organiza 
stockholders, archi- 
contractors, buying syndicate 
cials, and others will be invited 
ttend. ‘‘Theatre Network Tele- 
said J. H. McFarlane, Lees 


» president, “enables us to reach 


j 


dealers 


dealers on national basis at 
and the same * in a two- 
something we 


ve never been able to do before.’ 


conversation, 


idea seems to have merit, and 
it is likely that it will become a 
standard method of sales meetings 
for national companies. Certainly 
it would save a vast amount of 
transportation cost and executive 
time 





Everything to accelerate answers - and reduce costs ! 


Bwuwughs Sensimatic 


Accounting Machine 


Operating Speed! 








Now there are three! 


Sensimatic 300 with 11 totals 
Sensimatic 200 with $ tocls 
Sensimatic 100 with 2 totals 


When a Burroughs Sensimatic comes into your business, 
your accounting work steps up to the swift tempo of to- 
day's production pace. You get the facts that guide your 
operations on time all the time. You get more accounting 
done by fewer people . with fewer machines, less over- 
time, less expense. And you get all this at a surprisingly 
low cost! Find out about the Burroughs Sensimatic for your 
ofhce talk Sens:matic with your Burroughs man today 
Burroughs Adding Machine Company, Detroit 32, Mich 
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BUSINESSMEN have done a lot of 
talking about waste and extrava- 
gance in Government. Don Mitchell 
of Sylvania includes in his criticism 
of Government a charge of waste 
and extravagance. One way for busi- 
ness to force Government to be less 
wasteful is for business to convince 
Government that it is no longer 
wasteful. Some current business 
practices seem every bit as waste- 
ful as Government. And Govern- 
ment isn't going to do much about 
ridding itself of waste until busi- 
ness shows the way 


SELF SERVICE is enjoying some- 
what of a boom in many stores out- 
side its chief exponents, the super- 
market food Experiments 
are being made in department 
stores, where the “help yourself” or 
“serve yourself” signs are multiply- 
ing; in variety stores, drug stores 
(Algona, Iowa has a complete self- 
service drug store), apparel, shoe, 
hardware and other stores, tests 
are showing that self service has 
possibilities. According to Chain 
Store Age, magazine of the multi- 
ple-unit retail field, many other 
stores are shifting major display 
emphasis to feature the self-service 
idea. As the idea spreads, need for 
more informative, more instructive 
and more attractive labels, wrap- 
pers, and packaging is evident. In 
a self-service unit, the product is 
“on its own,” and there are no sales- 
men to help push it off the counter 


stores 


J. W. ALSDORF, president, Cory 
Corporation, announces the acquisi- 
tion of Autopoint Company, effec- 
tive at the close of business, October 
31, 1952. Autopoint was organized 
in the early 1920's by a group of 
salesmen who resigned from an- 
other pencil company because com- 
missions were cut. In the post 
World War I boom, these salesmen 
earned what was then thought to 
be fabulous commissions. The other 
company revised sales compensation 
plans and lost some of its best sales- 
men. While the original men who 
founded Autopoint encountered fi- 
nancial difficulties during the de- 
pression, the company turned out a 
superior product and was a keen 
competitor of the company they 
left. The first company, which had 
virtually created the mechanical 
pencil business, also had its diffi- 
culties, partially resulting from the 
loss of these key men at a time 
when astute salesmanship was 
needed. Meanwhile, other pencil 
manufacturers have sprung up to 
capture the lion’s share of the mar- 
ket. Cory’s growth record would 
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seem to forecast a turn fo 
ter at Autopoint 


GUARANTY TRUST’s survey, a 
monthly release of financial and 
business condition news, reports 
that “a business readjustment to 
follow the abnormal demands of the 
rearmament period is likely to take 
place during the term of office of 
the next Federal administration.’ 
Surely the great Guaranty Trust or- 
ganization must know “business re- 
adjustment” never ends, that it ebbs 
and flows from day to day. People 
in the cattle business who have 
watched prices suffer a severe and 
sudden drop are sure that the re- 
adjustment is already here. The 
textile business was so sure the 
“adjustment” was here that it pro- 
duced too little for a demand that 
exceeded expectations. It is time, it 
seems to us, to stop talking about 
some definite and specific date when 
some “adjustment” will hit us. Ad 
justments are always in 
and the smart management man al- 
ways takes into consideration 


process 


certain adjustments, either for 
ter or worse are due at any 

time. Right now the teley 
dustry is wallowing in a strong de- 
mand for its products. Only a few 
months back it was about 
industry it the country 


ision in 


the bluest 


BUSINESS CHANGES of all kinds 
are in the making. But this does not 
scare the well-informed business- 
man. He sees them coming; he pre- 
pares for them; he has something 
up his sleeve besides his arm to cope 
with these ever-recurring changes 
Only the smug, self-satisfied, over 
confident businessman, who refuses 
to read, to study, to watch trends 
gets caught unawares in these con- 
stant changes. But this much is cer- 
tain—every change which comes 
holds a potential damage to some 
a potential advantage to others 


BUYERS’ MARKET Headlines ap- 
pear in the business news, as one 
industry after another 
shiver and shake with fear, that a 
particular industry is at last ap- 
proaching a buyers’ market. Latest 
industry to get the shakes seems to 
be the building contractors. In a 
number of communities it seems 
that buyers are no longer clamoring 
for homes and plunking down the 
money before the foundations are 
dug. Some of the healthiest indus- 
tries in America never had a sell- 
ers’ market in their history. The 
plain truth is that about the worst 
thing which can happen to an in- 


seems to 


justry is for demand to exceed sup- 
ply for an appreciable length of 
time. When demand exceeds supply, 
an industry becomes soft, smug, 
complacent, wasteful and arbitrary 
New products are neglected, quality 
control becomes a farce, and cus- 
tomers become disgruntled. The 
smart businessman better 
when he knows he has a tough sell- 
ing problem to meet every morning 
Only the “get-it-while-the-gettin's- 
good” boys enjoy a sellers’ market 
And, we are happy to say, they are 
the first to be wiped out, with heavy 
going becomes 


sleeps 


when the 


1 
losses 


rough 


PARKE-DAVIS paid its two-hun- 
dred-and-sixtieth consecutive divi- 

snd October 31, 1952, for which 
1e company richly deserves a rous- 
ing cheer. It is this type of com- 
pany which makes America strong 
and which goes along growing and 
prospering, good times or bad. Such 
companies, and Parke-Davis is by 
no means the only one with a long- 
dividend record, instill confidence 
and faith in America’s way of doing 
They do not get panicky 
when a “buyer's market” is threat- 
ened. They know how to cope with 
buyer reluctance, and, we suspect, 
actually welcome a job of creative 
r. With enough such compa- 
nies America has nothing to fear 
for the future 


j 


€ 
th 


business 


1) 
seul 


TURNOVER AMONG sales person 
nel has been reduced to the vanish- 
ing point at Republic Supply Com- 
pany of California, according to 
Robert L. Temple, southern region 
manager. It has accomplished this 
by sharing profits on the basis of 
performance, and making every 
salesman feel he has a stake in the 
success of the business. Salesmen 
are selected from the ranks of reg- 
ular employees to fill openings in 
the sales staff. They are graded by 
teamwork, sales activity, balanced 
selling, expense accounts, and pub- 
lic relations, to determine the per- 
centage of participation in the net 
profits of the firm before taxes. Not 
left to their own devices, salesmen 
are encouraged to seek counsel with 
executives. Territories are balanced 
so that each man has an equal 
chance to perform. Working condi- 
tions are also considered an import- 
ant factor. Each man has a desk 
and telephone, even though he only 
comes to the plant three or four 
times during the month. Consider- 
ing that this procedure has kept the 
turnover at zero for several years, 
it seems worthy of emulation by 
ther companies 
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now business has beer 
pot until the average en 
tually feels like Santa 
duty 52 weeks a year 
Men born 


years af 
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conditions ; 
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Working the 
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once scarce, pay employee 


benefits’’ scant 


exper 
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increase 


and other 


monthly 


nefits 


cooper 


h, and in, the 
of labor, and 
it time for both to let the fine 
young people now entering the la 
know that 


more to holding 


alf for 


bor market 
something 
than time-and-a-hi overtime 
lunches, insurance, company 


free 
and coffee breaks? 


mething 
rts and 
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however 
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“fringe 


to any 
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Management has put the empha 

yet we blame em 


sis where it is, } 


ployees for accepting it 


The now worrying 


question 


big 
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BEAUTY: Partially. Everybody likes a 
beautiful place to work. But it is only 
one factor 


COMFORT: Yes and No. Some 
of the best work is done in most 
comfortable conditions 


By Eugene Whitmore 


There” 


many employers is, “What else can 
we do? Everybody else is offering 
more and more. We are helpless 

This may or may not be true 
There are employers and employ- 
ment specialists who think that the 
time is here to forget the “gad- 
getry” of employment and to pay 
more serious attention to the deep- 
er, or perhaps less tangible, satis- 
factions of working 

It is only wisdorn, as the first 
step, to ask ourselves, “Why should 
people want to work here?” From 
talks with employees, replies to this 
question have been analyzed on the 
following pages. It may be surpris- 
ing that nowhere do we find the 
word “security There are 
synonyms, but the actual word was 
not heard incident to preparing this 
report. Perhaps it is just the pro- 
fessional friends of the working 
people who use this term 

In the following pages an at- 
tempt has been made to collate and 
condense a considerable number of 
extensive and relatively recent con- 
versations with employees at vari- 
ous levels and in a variety of dif- 
ferent companies 

From these conversations we be- 
lieve employees are showing a gen- 
uine tendency to think ahead 


close 
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iy aware of 

working where the phy 
tions are excellent. But 
attach prime 
conditions. Some of the 


important 


happiest workers intervi 
employed in rather drat 
premises 

Those who were 
bright, new, mod 
plants and offices 
their physical surroundings 
would not be willing to work ir 


were prot 


attractive surroundings unless oth 
er, and perhaps less tangible, j 
factors were vastly improved 

One fact was clearly evident: Or 
sarcastic supervisor, or one entar 
glement in politics, can 
undo a million-dollar investment ir 
lighting, air conditioning 
recreation facilities, or 
cafeterias 

As a practical test, use the tw 
reply summaries which follow t 
analyze your own 
ployment situation. Add or subtract 
as may be necessary. Then attempt 
to determine, “Are we informing our 
employees of all the basic 
why they should truthfully be able 
to say, “I'd like to work here 
they understand the long-range ben 
efits of being on your payroll? Dx 
they rightfvlly appraise the reasons 
if any, for deep inner satisfactio 
in a job with you? 

We must remember that 
ly thousands of 
the Mary K.’s and many 
brothers, sisters, boy friends 


company 


company’s em 


reasons 


literal 


employees 


GOOD PAY: Important, but it is a 
most never the most important factor 
It is only one of many 


DARTNELL REPORT 
Here are some reasons why cer 
tain companies tend to attract 
than others 


better employees 


ange aspects 

is not entirely 
ve seen the mo- 
emphasized so 


e un 


people 

been e! 

attempt t 

»b satisfac 

of-mind 

of employes 

» absentee figures 


turn and 


the rush young people to prepare 


for careers in social-service, teach- 
and other non-busi- 
ness would seem to indicate 
industry's sales method has not been 
and that 
some- 


their daily 


as effective as it might be 
a great many employees are 


what less than happy ir 


the physi 
mfort ncident to working 
modern, well-appointed, well 
equipped business, desirable and im 
have 
1ehow fallen short of creating the 
mosphere of calm understanding 
nfidence which creates con 
tented, ambitious, loyal, and willing 
who pride in thei 
work and accomplishment? 

To say that we know the answer 
is foolish. We do not know the an- 
but the question remains as 
st important 
answer 


portant though they are 


workers take 


swe! 
perhaps one of the me 
needs to 


which business 


9 











We Like Our Jobs Because .. . 
‘The Tutangible Reasons 

















AMERICAN BUSINESS 


























¢ 
A Sense of Belonging 

1. We feel that we belong to a from our social contacts. 6. We 
team. 2. We feel that our employe! want to be proud of the product 
is head of a thr ng, progressive h work. 7. Other 
bu We ire p id to tell atior 

wi we work. 4. We ire proud te frie 

how ff our rK place t fatner dey 
brother ter ind ¢ e rela i I t f ful 
tive We Nant t hear compl e see the 

entary th t our mpar pany help those eed 

The Confidence of Understandin 
tanding 

1. We k w that the company ing the com} y keep icu me 
mportant and serving a useful pur and obtain new ones, 6. We know 
i e. 2. We | that the part we these things because the facts | ve 
play, ever ign minor S a Vital beer explained to u 7. We k \ 
role a produ We the more responsible bs ahead of 
Know What Nappe to the w K We l ire now being held DY people 
i wher tr e to another de who once had i! t jobs like 
partment 1 We t 4 metnit suurs. & We k rw Wé Vill ot be 
about the finished | ict to Which discharged without a fair hearir 
we ¢ t ite » We understi | til after a review i tne 
tnat ir W iVS a part tact the isé 

A Sense of Participation 
rticip 

1. We are not subject to quick down without a hearing. 6. Our 
arbitrary rule nges. 2. We are suggestions, even if not adopted 
asked to help reach decisions. 3. We are analyzed, and we are told why 
are consulted before our work is they cannot be used. 7. We are 
changed before methods are well informed we are not kept 
changed, or before we are trans guessing; we do not depend on the 
ferred. 4. They ask us Would it “grapevine” for information about 
be better to do it this way in our work. 8. Wear ot spied upon 
ead of “Do it this way or else.” subject to “front runners,” or tale 
5. Our suggestions are not turned bearers who have the ear f bosses 

The Pride of Achievement 

1. We have standards of perform- cized or treated. 7. We are told 
ance. 2. We are told when we do when the organization tackles a big 
good work We are not criticized task and licks it. 8. We are given to 
in front of our associates. 4. We understand that we have contrib 
are rewarded for extraordinary per- uted to the winning team. 9. We 
formance. 5. We have seen others know when we have helped to reach 
win rewards for good work. 6. We an organization al. 10. We know 
have seen company executives stand what company goals are and are 
bY people who were unfairly criti told as we pass them 
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We Stick on the Job Because 
2. Ve Physical Reasons 


When We Start The Day 


1. The location is convenient. 2 
Plenty of parking space. 3. Trans- 
portation is good. 4. Neighborhood 
is clean, attractive, safe. 5. Good 
restaurants in the neighborhood, or 
good plant restaurant or cafeteria 


6. The buildings, exteriors, and 


surroundings are 

Plant and office entré ‘ 
attractive, and convenient 

lighting around exits during 

at quitting time. 9. Good sidewalks 
and approaches. 10. A t 
mosphere of business 


The General Interior 


1. Clean, dry place to hang outer 
clothing. Good lockers available. 2 
Clean, well-appointed, well-kept rest 
rooms. 3. Well-lighted aisles and 
walkways to and from work place 
and entrances or exits. 4. Reason- 
ably quiet work Well- 
lighted work areas. 6. Proper tem- 


areas. 5 


The Working 


1. A good desk, or other working 


surface. 2. A modern posture chair 
to prevent needless fatigue. 3. Ade- 
quate supply of all needed tools. No 
makeshifts. 4. Good staplers, writ- 
ing facilities, a place to keep things 
used away from desk top. 5. A good 
system of obtaining supplies. 6 
Some place with reasonable privacy 


perature mainte! 
areas. 7. Room to 
somebody's elbow 
Reasonable freedom 
tions and distractions 
by people who do no 

9. Good department 

ing, running, undue comm 


Area and Tools 


for rest periods 7 
proper reference 
aries, directories 


Good suppl 
books——di 
manuals, e 
Quick repair and services of ma 
chines used. 9. Cheerful 
area, color on walls, glare-prever 
tion at windows. Quiet floors. 10 
teasonable cleanliness, freedom 
from dust, good housekeeping 


working 


The Working Methods 


1. A manager or supervisor who 
knows the business. 2. Clear, under- 
standable, and consistent i1struc- 
tions and work assignments. 3. Re- 
port to one person who has adequate 
authority. 4. No conflicting orders 
or instructions, or reporting to peo- 
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have no authority ) 


ple who ' 
: to fair questions 


Prompt ¢ 
or requests. 6. Adequate planning 
to avoid last minute rushes, hectic 
days, or needless overtime. 7. Im- 
partial treatment. 8. Promotion or 
raises based on performance 


eciSIONS 





The Odds ore 
§ tof 


Here are the plain facts of the 
matter. Plain, bitter and tragic. 

Between the ages of 45 and 54, 
one woman in eight is widowed. 

From the ages 55 to 64, widow- 
hood jumps from one in eight 
to one in four. 

At age 70, every other woman 
alive is a widow. 

The truth is that the husbands 
of these women kill themselves, 
mostly by work habits which 
start taking a death toll early 
in the 40’s. So it’s easy to figure 
out for yourself. If your wife is 
between 45 and 54, there's a 
one in eight chance that your 
number is coming up pretty soon; 
at any rate the Grim Reaper has 
his eye on you. If you know eight 
men between the ages of 45 and 
54 one of you is going to be called 
by the old man with the scythe 
before you are a year older. 

As it is with so many things, 
America seems wasteful of one 
of its most valuable assets—the 
lives of its business leaders. If 
anyone doubts the grim statistics 
at the beginning of this article, 
he need only read the obituary 
columns of some national news- 
paper such as the New York 
Times to see the facts. 

Literally thousands of pros- 
perous, able, well-integrated 
business leaders die in their late 
fifties or early sixties. All too 
often death comes suddenly - 
while the executive is at work, 
or on the golf course, or while 
traveling on business. 

The problem has been talked 
about for many years. But rela- 
tively few companies make any 
attempt to do anything about it. 

But here and there a company 
tackles the problem. Almost in- 
variably it has been found that 
something can be done, and that, 
the life and usefulness of busi- 
ness executives can be extended 
by an intelligent approach to the 
problem. In September 1949, we 
published an excellent report of 
the work done by General Motors 
to guard the health of that com- 
pany’s many executives whose 
heavy responsibilities mean they 
must work under considerable 
pressure. 

Here is another report on what 
another big company, Standard 
Oil of New Jersey has found con- 
cerning executive health——or lack 
of it. 
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Standard Oil Studies 
Executive Health 


By Dr. W. Schweisheimer 


UNDREDS of corporations now 
Ho: their executives periodi 
health examinations. One of the 
first to recognize the importance of 
maintaining the health of executives 
was the Standard Oil Company 
(New Jersey), whose general medi- 
cal director, Dr. Robert Collier 
Page, recently published a report 

1 his experience with this particu- 
lar kind of safeguard for executive 
personnel 

Machines can be replaced, as well 
as the men who run them. What 
cannot be replaced at will, Dr. Page 
says, is the 10, 20 or 30 years’ ex- 
perience which is the most expen- 
sive factor of all. It is imperative 
that each employee know the degree 
and limitation of his health and 
learn to live within the budget na- 
ture has given him 

For several years, it has been the 


policy of the Standard Oil Con 
pany to make complete health i 

ventories available to keymen. Of 
the 340 examined in one year, 31 
per cent were found to have no dis 
orders, while 69 per cent had n 
cal problems which were subse 


quently investigated 

Dr. Page divided the medical 
findings into correctible and non- 
correctible conditions. Of the cor- 
rectible disorders, 57 per cent were 
sufficiently serious to impair the 
executive's working efficiency. The 
remaining 43 per cent did not affect 
working efficiency, but did merit 
correction 

Of the noncorrectible conditions 
76 per cent were of a nature to alter 
the individual's working capacity 
prior to his normal retirement date 
In this group were included: (1) 
The high-blood-pressure cases, ar- 
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ment date. 





OF Per Cent of Executives 
Wad Medical Problems 


Out of 340 executives examined by one company's 
medical staff last year, 69 per cent had medical prob- 
lems needing investigation. 


Of correctible disorders, 57 per cent were sufficient to 
impair working efficiency; 43 per cent did not impoir 
work, but merited correction. 


Of noncorrectible conditions, 76 per cent were serious 
enough to alter working ability prior to normal retire- 


? 








teriosclerosis, coronary artery dis 
ease; (2) chronic arthritis; (3) the 
diabetic; (4) those placed in jobs 
for which they were psychologically 
unfit; (5) occasional alcoholics; (6) 
chronic obesity; (7) chronic vari- 
cosities, for example, varicose veins 
and hemorrhoids, of more marked 
degree 

As a rule, this group remains un- 
der more or less continuous medical 
guidance. The intervals between 
examinations are being determined 
by the examining doctor. Where 
required, the services of outside 
specialists are engaged 

Of the noncorrectible conditions, 
24 per cent were relatively unim- 
portant defects. They did not affect 
working capacity. In this group 
were included hearing defects, flat 
feet, deformities, inactive heart 
lesions, and inactive tuberculosis 

Many premature deaths can be 
prevented in the executive age 
group of 40 to 65. In some groups, 
50 per cent or more of the deaths 
are due to diseases against which 
effective means are available 

Dr. Page, from his rich treasure 
of experience, differentiates be- 
tween several types of key person- 
nel. First, is the extremely able indi- 
vidual who, by his own abilities 
reaches the top in an orderly fash- 
ion, [f he is endowed with a healthy 
body which has received common- 
sense attention, he will carry his 
load well, provided he has an under- 
standing family. If he 
have the proper helpmate but, let 
us say, a social-climber, then ne 
may find himself with a broken 
home, or as an escape measure he 
may take on time-consuming extra- 
curricular activities, or he may be- 
gin to drink 


does not 
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Instead of using the 16 hours 
away from the office to further a 
happy existence, he may get into 
a rut which will further increase his 
present degenerative-disease tend- 
encies. He is the type of executive 
irrespective of his private life 
whom everyone of ability likes t 
work for 

Another type 
successful executive who grasps the 
problems well, but has to do it by 
“boning’’—carrying home a brief- 
case full of papers and burning mid- 
night oil in order to acquaint him 
self with all the facts. His 16 hours 
away from the office are spent doing 
many exhausting things. Eventually 
when the pressure of the 24-hour 
daily routine gets the best of hin 
he becomes a candidate for inter 
mittent attacks of constipation or 
diarrhea; his piles begin to trouble 
him; he begins to eat and drink too 
much. He probably will 
eligible for retirement at the age 
of 58 or 60 on medical grounds 

Particular emphasis is 
Dr. Page on the executive with ar 
amiable nature who, 
fault of his own, 
position of importance within the 
company for which he is 
capable nor suited. He may suffer a 
nervous breakdown or other health 
problems will arise 

Dr. Page describes an 
example in this direction 
second mate who was assigned 
the superior post of first mate 
this capacity, 
of the ship during the cay 
month-long shore leaves. Every time 
he was obliged to serve as master 
of the ship, he developed the classic 
symptoms of a duodenal ulcer. The 
patient readily admitted that he 


described is the 


become 


laid by 


through r 


has assumed a 


neither 


excellent 


that of 


he served as 


that each 


he did so as a 


himself, had 
time he became ill 
result of assuming command of a 
a responsibility which he is 
medically incapable of handling 
Similar seen in 
any branch of 
ness. Many di 
are caused by dread of a job involv- 
I ponsibility and all 
the symptoms disappear after the 


suspec ted 


vessel 


experiences are 


industry and busi- 


orders of executives 
ing too much re 


executive has been transferred to 
another job with less responsibility 
and better suited to their faculties 

A constructive health program 
bridge the gap be 
tween the executive of today 
the potential executive of tomorrow 
if there 


the problem 


can effectively 


and 


is mutual understanding of 
During the early years 
of employment, a complete con 
ve medical inventory of an 
yee should be con piled 

Executives who have limitations 
and who are will 
ve within then 


off than many 
wn limitations, but 


nderstand 
are perhaps 
who have no 
who _ take 
that 
and 


extracurricular activities 
lamage physical 
well-being. In 


scope of the doctor in 


their 


such 


will be educational 
The primary 
will be 


ry 


igement is ailvy becoming 
value of this phil 
Very few able executives 


ng enough 


alert to the 
to reminisce on the 

f their past ; 
A constructive 


industry, therefore 
} 


program in 
1 omes a per 
sonal, as well as a corporate, prob 
lem of 


growing magnitude in to 
day's business affairs 





No, Says a Businessman 


This businessman believes recruiters on the 
college campuses resemble side-show barkersd 


By John B. Grant 





The Author 


John B. Grant is a special assist 
ant in the personnel department 


outstanding 
of the Federal Reserve Bank of These 

New York. He has been con looking f 
degrees « 


hold jot 


nected with the Federal Reserve 
for 10 years. At one time he was 


a consulting economist, and he They wet 


' cutive 
has also been an economist for execuuives 


the Consumer Credit Institute of to look long 


America 














Job of College Recruiting? 


Yes, Say 23 Placement Heads 


These colleges believe business (3 doing a 
good job, but they have several suggestions 


By Wells Norris 


LTHOUGH there und 
are a few business ! 
tives who doa poor ob ¢ 


ing on college can puses 


them are doing a commen 


Suggestions by 23 College Placement Heads 


Firms Recruiting Suggestions 


College 


Tennessee 


Drake 


Lehigh 


Creighton 


Merquette 


Louisiana State 
Baylor 
Washington and Lee 
Virginia 


Washington State 
Cc ‘olumbia 


Oklahoma 


234 


113 


over 250 


50 


100 plus 


50 
aa 


34 


~ several hundred 


: | Don't sign up. junior ; classmen for later jobs. 


| Notify students within reasonable length of time after interviews whether or 
| not they are being considered. 
Don't try to bypass placement office. Make sure there is no duplication of re- 
| cruiting from same company. 
Don't change recruiters every year. Don't expect all seniors ote know exactly 
what they want. : 
| Know the schools you are going to visit. Don't be misled by enrollment fig- 
ures. Don't waste money by telephoning. 


| Don't interview June graduates the previous October. Wait until spring. 
| Don’t glamorize training programs. 


| Make sure representative is thoroughly familier with pr public- relations aspect 
| of his job. 

Remember that students judge company by representative. 

Don't try to high-pressure students. 


Be prepared to list opportunities available in company. Tell students immedi- 
ately if they are unacceptable. 

Den’t send five men when one will do. Make offers as soon as possible. Have 
good followup system. 


Don't overlook draft eligibles. Don't give students the impression they will 
get an offer, then forget them. 

Eliminate the reutine group meeting before interviews. 

Send only trained personnel for recruiting. Don't expect technical man to do 
a good job of hiring salesmen. 

Keep up the good work. 

Don’t spread recruiting efforts through regional offices; work out of same 
office. Precede visit with notices to student newspapers. 

Don’t oversell company. 

Continue to follow eyde of ethics developed by American Society of Engineer- 
ing Education. 


Don’t expect placement head to guess your needs. Give company information, 
salary, requirements, ete 


Nothing to offer, except a pat on the back. 





| Give a week's notice or more before visiting, and know arrival and departure 
time. 


~ | Stick to schedules. 


| Coordinate recruiting plans 








ORDER DEPARTMENT handles a great number of papers ACCOUNTING DEPARTMENT area seen in this picture 


because so many orders must be shipped piece by piece shows rows of thick glass blocks used at top of windows 


This Office 


RT Metal Construction Com 
pany, pioneer builder of metal 
filing cabinets, desks, and other of- 
fice equipment items, housed its of 
fices in an old building in James 
town 
The building was too small. Of 
fices were crowded. Arrangement 
was bad. The flow of work was r 
efficient 
Maintenance costs, heating, light 
ing, and cooling was expensive 
Perhaps more important than 
any of these considerations was the 
fact that the building was not 
resentative of the 
products, or its cont 
ern business 
methods 


The build 


company 


ALGOT J. E. LARSON, president and general manager of the company, uses CUSTON 


a metal desk with a different finish. Extra chairs in the office are aluminum 


ers 





CARL L. ELOFSON, executive vice president of Art Metal R. W. CLARK is the vice president in charge of contract 


has conference-type desk—wvused in all the private offices sales. Note the use of glass in the wall between offices 
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Why does a company go to the expense of 
constructing a new office building when 
the old structure could be used longer? Why, 
for example, did Art Metal Construction 
Company build new offices? Among the 
various reasons is the biggest: It is a good 
investment. This story explains how Art 


Metal's building will be paid for in 6 years 
COST DEPARTMENT makes use of Art Metal desks, files 


and other equipment, also used in many other departments 


Building Will Pay for Itself in 6 Years 


Art Metal's management decided curately | 


it needed a building which would much bett 





House its headquarters efficiently spanking nev 


comfortably, and economically; im this important cor 





press all visitors favorably; provide f 


room for future expansion; provide 


the mome 

room for unusual requirements 

such as sales conventions, visiting 

dealers, and customers; offer em 

ployees the best possible working 

environment and conditions it thi 
Here are the reasons why Art near enoug! 

Metal's management laid out on why « 

around $500,000 for a new building building 


SS) ON) 


ew equipment, and new facilitie Interest on $500,000 

The building is three stories high per cent is $15,000 
with a penthouse above the third $15,000, $10,000 f 
story. It covers an area of 40,000 $7,100 a year for 
quare feet, allowing about 200 $11,800 for heat 
square feet per each of the 200 en power, and $7,100 for t 
plovees. Obviously, there's consider have a total of $51,800 
able room for expansion perating 


There is I 


H. T. SWANSON is secretary-treasurer of the company L. R. ADDINGTON is vice president in ct 


arge of dealer 
The top executive offices are all located on the first floor sales. The large company parking lot is 


s seen in the rear 
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The 
Firestone Story 


» gceaeanue 


MERICAN 





As a morale builder, 
as a training tool, 
as an answer to 
the carping critics of 
business, the well- 
written business 
history is proving to 
be worth all the time, 
expense, and trouble 
required to publish it. 
Here, a business 
history specialist 
tells some of the 
benefits and headaches 
encountered when a 
business puts its 


history in book form 








RESS Sr 


y of Service 


By Herbert O.Brayer 


CROSS the desks of reviewers 
A editors, teachers, and on library 
book lists from coast to coast, there 
is appearing an 
number of histories of leading 
though not necessarily big—busi- 


ever-increasing 


These range from the omni- 
present “puffs” (purely advertising 
accounts or so-called popular treat- 


nesses 


ments of company developments) to 
serious and scholarly business his- 
tories of permanent value. Some are 
quickies the result of hit-and 
run writing and publishing. Others 
such as the recent best seller Cata- 
A History of 
Sears, Roebuck & Company; Wain 
Line of Mid imerican. The Story 
of the Illinois Central; and the new- 
ly published pictorial history of the 
Du Pont Corporation of Delaware 
have popular appeal, sound treat 
ment, and permanent value 
The movement for such histories 


is nation-wide, and reaches into al- 


loques and Counters 


most every phase of economic en- 
deavor. A 1945 bibliography of 
company histories in the business 
library of Dun & Bradstreet, Inc 

listed more than 500 titles. A re- 
cent, though still incomplete, list 
prepared in July 1952 showed more 


than a thousand company histories 


— 


we wens “TEWINE 


The 


abst : 


Whitesmiths 


of TAUNTON 


os 


oa 


nmisroRy oF 


available in public libraries and pri- 
vate collections 


chures, but a great many impressive 


some mere bro- 


volumes 

An effective company history car 
be an indispensable tool of man 
agement. It can influence (1) stock 
holders, (2) all levels ef policy 
making and operating management 


{ ] 


tomers and clients, (4) la 


(3) cus 
bor, (5) the general public 
intracompany or industry-wide px 
icy, planning, and operations 
Clearly and analytically writter 
and based on actual company re¢ 
ords, the history can trace the back- 
ground and causes of certain poli 
unpopular ones 
misundet 
show the need 


cies, especially 
which are most often 
stood. It can also 
for maintaining or altering policies 
or for creating new ones. It car 
portray not only the dynamic but 
the organic; the living personality 
and character of a modern business 
in the changing economy of an ex 
panding America 

Far from the puff-volume tech- 
nique, such modern business his- 
tories as Professor Cochran's, Pabst 
Brewing Company; Ralph M. How- 
er’s history of N. W. Ayer & Son 
Alfred Lief'’s The Firestone Story 
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ae 
sae 
ever 


‘al 


vibe 


. 


Business History 


Hower's History of Macy’s of Neu 
York; and Dr. Lawrence L. Waters 
Steel Trails to Santa Fe: Atchison, 
Topeka & Santa Fe Railroad (Uni- 
versity of Kansas Press, 1951), set 
a new pattern in frankness and hon- 
esty in dealing with the develop- 
ment of American business corpora- 
tions. Some of these may lack the 
brilliant writing sell 
the story on a popular level. Now 
that the criteria of integrity has 
been recognized, however, the next 
step in improving readability will 
inevitably follow. Inevitably, be- 
cause through these sound studies, 
the material upon which the most 
popular mass literature is based 
adventure and 
available to top-rank writers 

Modern histories fall 
into at least two major categories 
Popular and scholarly. The execu- 
tive interested in developing a com- 
pany history must decide at the out- 
set what his purpose is in having 
such a history written. Then, to 
what audiences he wants particu- 
larly to appeal, and tailor his proj- 
ect accordingly. Actually, a good 
scholarly volume can also be a very 
popular book, but the opposite is too 
often the rule. Some companies have 
decided upon the preparation of 
both types, either simultaneously or 
one following the other 

In general, the popular treatment 


necessary to 


success stories is 


business 
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can be best undertaken after the 
scholar has mined company ar 
chives and the personal records of 
founders, officers, and officials. With 
the salient facts j 
evaluated, the popular 
condense and write a 
livelier general account 
Management, however ill 
cover that the well-prepared, docu 
mented, and more detailed analysis 
will prove more useful for in-serv- 
ice training, indoctrination of 
pervisory 
execullves, 
Fear of 
warmed-over 
embarrassments 
companies from sponsoring a s« 
treatment of their backgroun 
contributions. This 
tal block should now be 
In general, everything that 
redound to the discredit 
American form of capitalisn 
corporate history has beer 
up, warmed over, and malici 
broadcast by the 
American system 
One railroad executive, after e1 
gaging a competent scholar to write 
his company’s history from its a 
tual records, commented 
worse can be written about 
has already appeared in prir 
the truth as you find and see 
tell the 


established ar 
writer 


shorte! 


employees and 

and for top 

oversensatior 
ancient scal 


has deterred 


defensive 


dis 


enemies 


whole story! 


TALOG 


Part Yo, / 


Certainly this attitude can have 
salutary effects. The ills and 
abuses of the era of the “rugged 
individualists” cannot be gainsaid 
the advances made in that 
era made possible the advances that 
century 
American workingman to the high 
el in world history 
where the ral fe 
any 


only 


However 


have raised the twentieth 
, 
onomic lev 


have 
when 


can 

importance set 

a competent 

int is Pro 

frank 

ertising 

vu ’ S at 

Hat 

1949 This 


hible 


~* ry 149 9 
ity Press 
become virtually a 
vertising and public-relations in 
ries here and abroad 

the puff type of history 

to appear in connection 
anniversaries and centennials 
ever-increasing number are of 
in analytical and critical nature 
Many attractive formats, are 
well written, excellently illustrated 
nd often judiciously documented 
It is volumes that 
or de 
1 the Ameri 


have 


these objective 


he lie to the thoughtless 
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~~ 
» formerly was dull and drab, with old-fashi 


>d and relighted, with the result 


oned lighting fixtures dangling from the ceiling. It has since been 


that the output of the workers has been increased more than 5 per cent 


ow Color Influences Efficiency in 


This article on the influence of color in an office is the 
third in a series on lighting and its effect on productivity 


pe 


By R. L. Oetting, 


selectior 
recommendatior 
visual comfort 

sister 

Easy seeing 
sharp contrasts 
white. Outside 
contrasts or 


lessened hand, « 
contrasts h no been 
, 


harmful t ‘ ‘r, stimulating 


> 


sUSINESS 





black and white pictures give 


Desks have been equipped with a light-colored linoleum, which reflects mo Even 


light to the ceiling, thus cutting contrast between brightness of work and ce evidence of improvement with color 


n Office 


and satisfying if properly used 
Planned-lighting recommendations 
take into account both needs to 
meet the visual comfort, psycho 
logical, and aesthetic standards of 
good working-living conditions 

Too many finishes and materials 
used in offices have been dark, drab, 
or both. Dark colors upset the 
brightness balance and should be 
avoided within the field of view of 
workers employed at difficult seeing 
tasks. Drab colors have no defense 
but should not be confused with 
neutral ones. The latter may pro 
duce drab effects if used exclusively 
but become effective when used on 
large areas with sharper, more ac 
tive colors. On the other hand, large 
areas of strong colors are as dis- 
tracting and unpleasant as_ the 
monotony of drab surroundings 

Color requirements vary fron More than 75 footcandles of light are produc 

( hued page 44 and a separate source of illumination is used for lighting space for customers 


ed in the work areas at this bank 
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The payroll for Husky Oil Company, Cody, Wyoming, is taken out of bank in $2 


bills, and guard stands by 


Employees and merchants got lesson in economics 


ere Isa New I[wist 
In Economics! 


By John R. McNulty 


er dollars 
Sa rari 
nt with 
Cody and 
insas ( 
WO in § 
or Husky ¢ 
steel] boxes cc 
thousand $2 bills 
I the County 
ind company representatives 
yn pay-day morning. The 
i starts n th sheriff watched while the company’s 
Husky Oil Company, lik: paid almost 
semi-monthly 
bills He 
employees paid 
deductions for 
Security 


vdded bank 
The whol lea 
accounting department 
their 
ross pay with the 
while the 
back, in $2 bills 


ncome tax Social 


mplover al { i n OW) 


plovees thought thei 


employees 
stood 
col tut ial salary guard, too 

’ f their 
som 0 


ind the 


group 
insurance, retirement, and other such 
deductions 

through the 


As employees a 
h pay lines ’ gathered in 


, 





This story tells what hap- 
pened when $40,000 payroll 
was paid in $2 bills at Husky 





prepared and set up to 1OW the cos 
to the company 


irious benefit 


and employee of these 
pians Het ey aisé 
arned to their surprise that the 


was paying the total costs of 


rkmen’s compet ion and unem 


ment compensation, and that the 


employer about $12 0 above 


spent 
' 


million-dollar annua 
mployee benefit pl 


effective part 


cent employee 

ockhol s ol e& company 
mat only one $2 bill was 

earnings from a total 


ving to represent u 
considerable importanc: 
chance for Husky Oil 
that most employers recei\ 

er cent or less 

he question-and-answer sessior 
this point indicated the seriousness 
of the employees’ interest. Right her¢ 
began to think about costs 


ind several became interes in just 


they, too 
how they could contribute to the re 


juction of operating other costs 


of doing business 
iblic reactions to the cash pay day 
beyond expectations Th 


] 
Oil 


irea had he ghlights o 
and it 


News 


this dramatu« ition 


compat 


as follows 
1. Employees 
Standing ot the 
addition to 
gross pay 
2. Employees obtains 
ire of the benefits 
not-too-much publiciz 
employer 
3. Dramatically emphasizec 


pact of an industrial payre 


commu! 





Blind to the facts—of wasting profit 


She sees the light 


with Moore Continu 


ous form 


1 typing 
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ae 
instead of 2 typings . . delay 


The boss's isi 

too — he couldn't 
cut everybody's eff 
ing of orders 

good accounting diff 


4 Moore man | 
that made simple jobs hard 
he designed a 4-part, Continu 
leaved Form, marginal punched. | 
tvping it provides copy that: author 


MOORE UH wusiness FORMS, INC. 


Niagara Falls, N.Y 
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nearest you 
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Electronic machines at Michigan Consolidated Gas Co Cash cards are sorted electronically in preparation for the 
Detroit, compute bills and select errors for clerical check posting of customer accounts, which is handled mechanically 


lg uual Oues 





Compared to the speedy machine operation, it was a slow When cash cards were sorted manually, it was a tedious 
process to determine manually how much gas was used and tiring job when compared to the efficient method now 


By Dwight G. Baird 





EVISING: and improving its cu The former procedure was by no hanical ones which be in 
R forme billing and accounting means obsolete, as this utility has proved And of equal iter in 
pt edure Nas ¢ ted ma ecol used a punched-card numeric sys portance was the fi at the 

‘ and eliminated errors for tem in billing and accounting since accounting system had become un 
merly mace le t ileulati 1938. But there were a few manual wieldy, due to the uneven growth 

| imual t i Mic) i peratior which could be replaced f th bill districts int vhict 
( lated Gs ( i Let t A on il i t ind e me the territory livided 
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"THAT |NEW| FASHIONED 
PHONE SYSTEM 
OF DICTATION IS 

EDISON | TELEVOICE|!" 


It brings dictating costs 
way, WAY down! 























N. wonder the trend’s to TELEVOICE: 
‘ , ow 
nothing equals its economy! You save money 
with 3. 6. even 20 low-cost dictating phone- 


in a network served by one recording unit. 





one secretary. ... And you gain time: 


that TeELeEvorc: phone on your desk gives you the 







fastest service vouve ever known 
uninterrupted always available and it’s 
so e-a-s-y to use. Just pick it up—and dictate! 
Over 1.000 new users a month are turning 
to new-fashioned TELEVoICcE — from small offices 
to giants like General Electric, 
United States Rubber. Procter & Gamble, 
Borden's, Esso, Mutual Benefit Life 


Average cost per dictator served: S141. 


EDISON TELE VOICEWRITER 


The Televoice System 


SSVBVVSF SSS SSS SSS SSSSSSSSSESSSES EEE REE EEE EE EES 





Read 
this eye-opening 
booklet! Shows how Terevorice gets faster 


action, with greater ease, at lower cost. No obli- 


EDMSON  Fdipt akeside Ave. W. Orange, N.J 


OK send me 4 LINE ON TEDEVOICE 


gation— just send coupon, filled in or clipped 


to letterhead. Or phone nearest EDISON : Add 
ddr 
VOICEWRITER representative for demonstra- ‘ 
. , 
tion (see yellow pages of phone directory). yj City Jon “tat 
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togethe 
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able desk where it Is he 
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The right filing system speeds filing and finding 
Saves 25° or more on clerical time for operating your 
files. Saves executive time that’s wasted in long waits for 
material from files. Saves costly filing errors. Let us help 
you choose the right system for speed and accuracy on 
each file...the right methods for sorting, handling, cross- 


3 


indexing, controlling and protecting your records. 


2. The right filing cabinet saves effort and motion 
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Choose your files for labor-saving ease of operation, long- 
lasting efficiency, and maximum return per dollar. Also, 
choose for maximum return per sq. ft. of floor area — from 
our complete line of compact, space-saving, five-drawet 
file units; double-duty counter or desk file units; and 
correct drawer size for each type of record. 


The right filing service saves upsets in routines 
Let our file analysts give you an expert outside viewpoint 
on your filing methods. Have each file analyzed for pos- 
sible savings. Get help in classifying records, installing 
new systems, training file clerks, and standardizing file 
procedures. Also, get regular maintenance service to keep 
file equipment at top operating efficiency. 


For all your filing needs: 


one source, one responsibility 


1952 





ways to cut office costs 
by improved filing methods 


Good filing is good man- 
agement. You! 


find use 


ful ideas by the dozen in the 
new Remington Rand man 
ual of practical filing proced 


st one idea may save 


you $100 to $1000. Coupon 
brings you this valuable 
40-page booklet without 
obligatior 


Send for free Manual 





Management Controls Reference Library 
Room 1550, 315 Fourth Ave., New York 10 


Flemington. Band 
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Youngsters who write to A. C. Gilbert 
Company for parts must be kept happy 


Toy Maker Eases Christmas Rush 
With Simplified Accounting 


By Ben Jones, 


dilbert Company, New Hover 





HRISTMAS n ning thousands 
I DOY re going to awaken il 
a hurry. They will dash to the 


Christmas tree and there find a 


erector set, an Americar Flyer ele 





‘ 4 erhaps a Gilbert cher 
I st 
rhey Will l@a} ip i 
nout ith glee. They w be able 
vet at the fast ¢ gn 4 
hey will be i t t 
Va breakfast Their parents 
I d. I s Christmas. Be 
es, dad als i e deeply « 
ssed iildir i dge 
aking the whistle toot as the trair 
vhizzes around the bend. He, t 
vill wa lelay breakfast 
Because the A. (¢ Gilbert (¢ 
i anufactures and arket 
ese S t i RU t i a\ 
ar! Nyberg, cost accountant, stands near section of accounting department is graciously as possible vwhethe 
which prepares wage a r\ reports work ticket calculations, and payroll jad or son enjoys them the 1 «t 
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ness with A.C 

business. Toy makers dk 
total retail volume o 
million. Gilbert, naturally 
a large slice of 

In addition 

ers, Polar 
other 


fense items which Gilbert 


electrical prod and de 
t produces 


means the 


employment of 


2.200 people a! 
year of about $17 milli 

From the $3.2 million gross of 
1940 to Gilbert's volume 
has involved an era of considerable 
expansion. In addition to affecting 
manufacturing, engineering, and 
marketing divisions, this expansior 
influenced its accounting system 


present 


Gilbert was reaching the point 
where it was taking too long to 
provide management with facts re- 
quired for solid decisions and good 
HDusiness operations. Our account- 
ing system was largely manual. An 
analysis showed it was too tedious 
slow and costly. It failed to provide 

urrent information, because all 
balancing could not be completed 
until the middle or end of the fol- 
lowing month 

After a year of study, a systen 
was started using three Sensimatics 
and three Burroughs Payroll calcu 
ulating and writing machines 

An outstanding advantage of the 
system was that the monthly finar 
cial statement and cost and variance 
statement, could be prepared within 
a matter of hours and be ready for 
management within a few 
after the first of the month. It for 
merly took from two to three weeks 
to complete these reports 

The system also enabled the com 
pany to adopt a daily unit 
system which has provided it wit! 
a daily payroll plan. The tickets 
replaced a weekly form sent into 
accounting by the timekeepers. Gen- 
erally, these forms would not be in 
the payroll department until Tues- 
day of the following week. The pay- 
roll had to be completed by Thurs- 
day night. The result was peak 
loads and overtime 

With the daily system, the tickets 
are sent to the accounting depart- 
ment daily. Payroll information is 
now day to day, and peak 
have been eliminated. Since time- 
keepers complete each day's work 
each day, there also is no opportu- 
nity to allow work to accumulate 
on someone's desk, and errors have 
been reduced 

From management's view, it 
merly took as long as a week 
prepare the departmental payroll 


days 


ticket 


loads 
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whole. Actual 
allowances, are st 
provides us with a flexible 
trol. The difference betweer 
allowance and a t 
the variance. The 
pared on an addi 
wide carriage an 
Through thi 
port, management 
to-day report on e\ 
Management knows what happene 
the day before ! 
take any corre« 
or use the re 
future decisions 
In addition to the let 
required to prepare the pay! 
important element had beer 
duly high cost of 
The multiplying feat 
the three payroll calculat 
writing machines now T 
print all earnings in a 
tion. Operators need only 
hours, quantity, and rate 
at piecework earni 


' 


rate to 


omputing 


tions 


hours and 
work earnings and 
The machines als« 


because the 
calculates 
late any make-up 
be due an empl 
ain his ¢ 
By merely 
bar on the n 
can, in a single 
and print the 
record the pa 
proof sheet, and Day ! | l t t parti 
containing the vailable 


ment of earnings t I a account 


A.C. Gilbert, Jr 


review Tinancia 


Ben Jones (left), controller and Ernest Free 


man, chief accountant 


enter), treasurer 
statement produced in matter of hours 


2G 
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where 
After 


departmen 
tape 1S taker 
These 
irefully and = accurately 
iny discrepancy arise 


erned inva! 


what 


ill, whether 
cluring 


Without 

With their accep 
ts and services 
Company will 


‘light the he 





ell Your Business History 


farsighted company ca) employees and local organizati 
the pub- frequently adds desir 
m the re- interest” to 1 
rding of i Itions, successes Over the past 
ind failures, those envolved in its corporations in almos 


de\ elopmer t can see the enterprise 
in its broadest scope. With this re- small, have organized records 
rding will come the understand- positories id archives. With 
the company’s contribution ve to their future historical 
individual, to its owners, and al evaluati« ( ompany 
wealth and development of ! have been made. The great 


nation umber of fine commemorative vol 


1940-1945 i7 Pr o 
1940-194 This does not mean that an ade *s and sound historical treatises 
1930-1939 ; ‘ ; 
: qui i ry n be produced wit! which have come from 

LOV0-1929 | | ) : 

; \ urther a ood company ho he results of this movem 
910-1919 sh) . “ . . 
1910-191 iste i ) ite work, em- “ditor’s note: The second part of 


IT 


1900-1909 : J b n I ilehearted support Mr. Brayer's article, to be published 


e presses 


Before 1Q00 . . 
. and the partici next month, will outline a suggested 
on all levels procedure for organizing and pub- 


tance of former lishing a business | 
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Selected Business Histories 








Industry 
Advertising 


Air Equipment 
Air Lines 


Aluminum 


Banking 
Book Publishing 
Brewing 


Cement 


Chamber of Commerce 


Cutlery 
Dairving- Agriculture 
Dept. Store 


Dept. Store 
Dept. Store, Chain 


Electrical Mfg. 


Express 
Farm Equipment 


Firearms 


Fruit-Transport 


General Store 


Hardware 


Insurance 


International Bar 
Knitting Mil 


Lumber 


Title Author Year 
The History of an Advertising Age ‘' 
' ; i h MH 949 
Ayers & S it Work 
100 Years of Air ¢ ! 844-1944 A. & ider & S 1944 
rhe Flying Years; A History of West \ir Line Ja & Peggy Heref 1946 
Alcoa, An American Enterprise ( es C.C 19 
‘The Means of Wealth, Peace & Happir 
Story of the Oldest Bank West of the M W. G. I ‘ 1947 
Boatman’s National Bank of Saint L 
A Century of Book Publishing 1838-1938 J Barnes Pra 1938 
The Pabst Brewing Company rT} C. Cock 
The Magic Powder; History of the Universal At 
I J é 1945 
Cement Company and the Ceme Ir ; re 
The First Hundred Years of the Buff ( LJ) Gral and 
‘ M5 
of Commerce Frank H. Se ance 
Camillus, Story of An American Small Busine A. Lie M4 
The Pioneers Who Stayed at Home Richard Powe 41 
History of Macy's of New York, 1858-1919 Ralph M. Howe 1948 
The Story of Neiman-Mar Frank X. J 7 1952 
Main Street Merchant; The Story of J. ( 
Penney C N in Beasle 1948 
Men and Volts: The Story of General Elect: Jol W. Han 1941 
American Express, A Century of Service Alce Hatcl 1950 
Allis-Chalmers Manufacturing Co., 1847-1947 
A Story of Men and a Great Industrial Era tei 
Winchester Harold F. Williamsor 1952 
The United Fruit Company & Middle Ameri A. A. Polla 1944 
Charles Schriener, General Mercha t , 
- , 1 
The Story of a Ci teow Boor J. i Haley 1944 
Seventy-Five Years of Hibbard Hardware ' ' 
one . red ¢ ell 930 
The Story of Hibbard Spencer, Bartlett & ¢ " , 
A Centutry of American Life Insurance, A H 
f the Mutual Life Insurance ( f New Y Shepa B. Cl r} 1946 
1843-1943 
. The House of Baring in American 1 te 
iking ‘ Ralph W. Hi 1949 
Finance 
Is Fifty Years. Gloversville Knit i 1945 
Time, Tide and Timber Edw ar 
A Century of Pope & Talb« Helen M. Git i” 
B s En eLlé& e 
1950 











, Catalogues & Counters, A Hist 
Mail Order . . 
Roebuck & Cr mpan\ J Je 
( dea 
31 
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Selected Business Histories 








Industry 


Malting 


Meat Packing 


Mining and Smelting 


Newspaper 


Newspaper 
Newspaper 


Paper Mig 
Petroleum 
Petroleum 
Radio 
Railroad (Large) 


Railroad (Large) 


Railroad 


Rubber 


Scales 
Silver Mfg 


Steel 
Telephone 


Textiles 


Timber, Logging 
Tobacco 
Transport 
Utilities 


Watch Mfg 


Title 
in Celebration of a Century of 
Accomplishment in America 
1847-1947 
House of Morrell 


A History of Phelps Dodge 
Littleton Independent & Arrapahoe Herald 

60th Anniversary 1888-1948 
the Beginnings 


California 


nalism i 
the Story of the Atlanta Journal 


After Fifty Years 


Paper Company 


18908-1948 


How an Oil Hunt Grew into the 


1 Oil Company of California 


op, Human Story Gulf's First 


Half Century 
The First Twenty-Five Years of R.C.A, 


A Quarter Century of Radio Progress 


Main Line of Mid-America: The Story of the 


Illinois Central 


» Roaring Story of A Fighting 


Railroad 
3ark Peelers, the Story of 
Engineman Henry A. Beaulieu and His Boston & 


Maine Railroad 


High Green and The 


The Firestone Story 


: Co. Pioneers in Industry 


1830-1945 


smiths of Taunton: A History of Reed 


& Barton, 1824-1943 
of Dixisteel, the First Fifty Years 
1901-1951 
the Story of Industrial Conquest 
rress, History of a Cotton 


1844-1945 


Pepperell’s Prog 
Textile Company 
in the Timber, a Narrative of Schafer 


Brothers Logging Co 


ry of Lucky Strike. American Tobacco Co 


GATX, A History of the General American Trans- 
portation Corporation, 1898-1948 


Electric & the Men Who Made It 


tury; History of the Waltham Watch 


Company 


Author 


Maxwell Kent 


Lawrence ©. Cheeve 


Robert G. Cleland 


Frank J. Taylor 
E. M. Welty 


Craig Thompson 


Cariton J. Corliss 


B. C. Wilson & 
T. J. Taylor 


Robert M. Neal 


Alfred Lief 


George S. Gibb 


Charles F. Stone 
N. R. Danielien 


E. H. Knowlton 


Stewart Holbrook 


toy C. Flanagar 


Ralph Epstein 


Chas. W. Moore 


1950 


1950 


1951 


1945 
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Is There 


BSENTEEISM from the office 
A accounts for a great loss of pro- 
duction and costs money. An anal- 
vsis of absenteeism in offices proves 
that a large percentage of it takes 
place because employees do not 
like their working tools and working 
surroundings. 

This is one condition where good 
metal furniture, good lighting and 
pleasant decorative surroundings can 
definitely increase productivity by 
reducing absenteeism. Day-to-day 
productivity in an office is also great 
ly affected by employee morale 
Happy and contented employees do 
more and better work automatically 

Comfortable Goodform aluminum 
chairs fitted to the individual, GI 
metal desks adapted to the job, and 
Super-Filer, the mechanized file, are 


6000 metal business 
furniture isa good tools, which, when used with 
CO0D investment good lighting and pleasant surround- 


— 
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Much Absenteeism in Your Office? 


ings. will decrease absenteeism, in- 
crease day-to-day productivity, make 
employees comfortable and happy 
and add customer prestige 

Youhavea minimum fixed expense 
of $30,000 per office employee in sal 
ary, floor space and operating over- 
head in any ten-year period. For only 
| to 2° 6 of this fixed expense per em 
ployee you can completely re-equip 
your office with the finest quality 
modern rhe tal busine ss furniture plus 
good lighting and attractive decora- 
tions. Such an investment will pay 
for itself in an amazingly short time 

Do vou want an office which saves 
you money, which you and your em- 
plovees can be proud of, and which 
adds prestige in the minds of your 
customers’ Call your local GF dis- 
tributor or write us. The General 
Fireproofing Company, Dept. 4.)2 
Youngstown |, Ohio 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS +- GOODFORM ALUMINUM CHAIRS «. METAI 
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FILING EQUIPMENT - GPF STEEL SHELVING 


School Offers Instrument Training 
To Industry 


By Malcolm B. Hall 


ng & Education 


Foxboro 


Divisior 


ompany Mass 


ro many, named for Fox 
Mass ie delightful old New 


which is its home 


venteenth year, The 
Training boro 
1935 to mee England town 


SETS With the 


i} any 
ied in 


global 


mind, it 


influence of in 


is under 


trumentation int 
standable that the enrollment list 
it The Foxboro Company Training 
School reads like a United Nations 
Students have come to 
Indochina, from 
ith Africa Italy, France 
Denmark, Holland, Fin- 
Republics of South 
practically 


maintenance 
assembly 
Foxboro from 


Foxboro instruments 
( school 
i comparatively small group So 

4 Belgium 
and, India, the 


\merica l wt 


pening y the 


Spain 


prowl! 


fron 





every country itside the Lron Cur 


industries throughou ain. The bulk 
of course is 


United States 


and 
Foxboro alumni 


to be found in the 


irses be 


So popular have these ce 


lists are 
hs in advance 


Attendance at a 


nas beer 


betweer 


complexity of 

ments naturally 

questions trom the 

answering tnese 

working personall 

lems of each 

derstanding 
Developme 

curricula has 

a direct proportion 

of instrument 

few 

perimental 

ples of similar 

follow. It is 

the riginal 

responsibility of « 

pany official. Now, h 

much more instri 

explained and s« 

ind groups 

management of lng 

tional activities requires a full-time 

staff of three, and for their use a 


training center 


courses 


nat 


separate 
built 
The new building is perhaps 


} 
‘ 


most modern of its kind in the 
dustry. Its 
great many 
peculiar to the 
and their 
panel assembly 
so that 
instruments 
iuxiliary equipment can be demor 
strated under actual working condi 
Visual aids were also 
including cutaway models of instru 
giant blackboard-size 

rules to demonstrate valve and ori 
and 
slides to illustrate 


design encompasse 


which are 


of instru 


features 
subject 
study. A 
has 
recording 
control 


ments abinet 


been installed 
and controlling 
j 


valves, al 


} 


tions devised 


ments 


fice sizing, great numbers of 
stereopticon 
classroom lectures 


Each student has his own bench 
space, equipped with 
air and electrical outlets, and a com- 
» kit of instrument tools. In this 
phase of instruction, Foxboro In 
struments are dismantled and reas 
sembled, accurately calibrated and 
adjusted. Thus, the present facilities 
for lecture work and bench work 
are the culmination of many years 
experience and make the 
very latest educationai and 
methods 

Many different kinds of groups 
use these facilities, depending upon 
the type of Students are 
instrument mechanics, instrument 
and 


compressed 


plete 


use of 
aids 


course 


engineers engineers 


college professors with a Ph.D. de 


process 


gree. One type of class is made uJ 
f customers’ men at 


School I 
irse. Next come 


the specialized courses in such fields 


Foxbore 
general training c 


AMERICAN BUSINESS 





as Textiles, and Pulp & Paper, in 
which registration is more or less 
limited to technical men from those 
industries. Then, there are the ad 
vanced sessions, called forums, for 
industries such as chemicals and oil 
refining. The difference here is that 
the men attending the advanced 
courses are fully qualified engineers 

In recent years, the advent of 
electronics into the field of instru- 
mentation has led to still another 
advanced group category— the short 
courses for senior engineers Also 
accommodated at the school are 
instructors groups, made up of edu 
cators from colleges and univer- 
sities. Finally, are the groups of 
Foxboro sales and service engineers 
who are given periodic refresher 
courses to acquaint them with the 
new instruments constantly being 
added to the Foxboro line 

An interesting activity of the 
Foxboro training division developed 
out of courses given to college fac- 
ulty members; namely, furnishing 
practical assistance to those edu- 
cators in establishing instrument 
courses at engineering institutions 
In fact, this aspect of Foxboro Com- 
pany training courses has now be- 
come a major function, as more and 
more instrument-user industries 
recognize the value of instrument 
training at the undergraduate level 
The result is that a number of the 
leading schools of engineering now 
offer courses based on the applica 
tion of instruments in industry 

Supplementing this educational 
activity, talks are given by staff 
members to combined meetings of 
students chapters of national engi- 
neering societies at engineering 
schools 

In all of the Foxboro training 
courses, the majority of the instruc- 
tion is handled by the permanent 
staff. However, where emphasis is 
required on special phases of the 
mechanisms of instrumentation or 
their industrial application, the lec- 
tures are given by specialists from 
the Foxboro research or industrial 
engineering staffs 

The Foxboro Company school 
does not issue a diploma or certifi- 
cate of attendance for any of the 
instruction given. The reason, of 
course, is that the school is not a 
formal educational institution. Nor 
does it attempt to make expert in- 
strument engineers out of untrained 
or partly trained enrollees. No tests 
are administered to the students 
No attendance check is taken, nor 
is one necessary, since only serious- 
minded people attend the course 
glad to learn the principles of 
instrumentation 
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Model 18-A 
cosco 
Executive 


$47.50 


($49.50°*) 


LO35CO 


IS THE BEST VALUE 
IN OFFICE CHAIRS 


@ From stem to stern, the quality of 
COSCO Office Chairs is the very finest 


yet they are priced far lower thar 


anything comparable on the mar 

Lastingly constructed of steel, with 

adjustments— made without tools 

other chair at any price has them «¢ 

Beautifully designed with large sad 

shaped seats, deep-padded with Fire ‘ 

stone Foamex and upholstered with Du ‘ 

Pont ‘“‘Fabrilite’ in all popular office Model 15-F 

colors. Bonderized baked-on enam Secretario! Chair 

fimsh. For your office for emy $29 9 $31.00° 

ees and visitors get the BIG va 

in modern office chairs—COSCO! pon for fu 
ON MaNuPacTuRING € 


HAMILTON MANUFACTURING CORPORATION Al2, Columbus, Indiana 
COLUMBUS. INDIANA Please send, without bligat 


nearest dealer and complete 


ero 


LA fairs 


Good seating 
is good business 


in good taste 








How To Eliminate Office Noises 


HE extent and prevalence of 
T: ise in offices is a subject of ex 
treme interest to manageme! Es 

lly the effect of noise, and noise 


efficiency 


orale 

Noise is measured in decibels. An 
dea of how familiar everyday noise 
making devices are measured is by 
omparison. Ordinary conversations 
average 40 decibels. Normal busi 
ness office noise measures 50 deci 
bels. A noisy office will hit 70 deci 

bels and more 
Leaves rustling in a gentle breeze 
measure 18 decibels. A whisper five 
feet away amounts to 25 decibels 
The loud radio probably registers 65 
decibels. And an automobile horn 
blasted from a distance of 10 feet 
umps the count to 120 decibels 

irting eal 
neurologist has stated 
rary to popular belief, we 


never completely adjust our phys 
ical, mental, or nervous mechanisms 
to noise 

Today, few business organizations 
tolerate noise, since noise is no long 
er considered a necessary evil 

In a survey conducted on behalf 
of Jacobson & Co., Inc., Acoustical 
Contractors, one of the questions 
asked was ‘“‘What was done to elim 
inate noise? 

Of the companies answering the 
survey questionnaire, 65 per cent in- 
stalled noiseless typewriters. Reduc- 
ing typewriter noise is the most ob- 
vious step to take in the elimination 
of office noise and its resulting many 
distractions 

The installation of noise reduc 
tion equipment shows many ben- 
eficial effects. Office morale is im- 
proved, since there is more har- 
mony and efficiency in an office 
where quiet prevails 


A basic benefit is the more effi- 
cient use of the telephone 
less typewriters and the telephone 
are always associated 

The accuracy of typing and cler 
ical work is stepped up. Not only 
are the benefits of noiseless type 
writers confined to the operators 
but accrue to all in the office 

The volume of work completed 
is increased due to increased power 
of concentration 

There is a definite decrease in ab 
Noise, long considered 


noise 


senteeism 
only a nuisance, is now recognized 
as a real menace to health 

In fact, management finds that 
noise reduction is a profitable in 
vestment that pays for itself in in 
creased office output 

Noise elimination is one method 
of increasing efficiency that is wel- 
comed by employer and employee 
alike, and contributes to the main- 
tenance of harmonious relations 





Dotug a Good Job of College Recruiting 7 


No, Says a Businessman 


parge 14 


apably hold down responsible ex 

ops 
These programs once worked 
There { 


iny of them, and the competition 


asonably well were n 


between them was not 


excessive 
They tended to recruit outstanding 
men; they did it with a minimum 
expenditure of time, effort, and 
money ; and they paid rich dividends 
in establishing the company with 
1 good program as a superior one 
with which to be connected. They 
offered 


ssed competition and 


ble April of the previous year 
self a record-breaking year 

Too many of the companies now 
conducting college-campus-visi- 
tation programs to recruit talent 
appear to be doing so to “keep up 
with the Jones or in the false 
hope that ‘new blood” will some 
how compensate for severe internal 
managerial growing pains. Charac- 
teristically, many of the programs 
have been hastily improvised and 
as a consequence, they completely 
lack substance 

Serious students of management 

disturbed by the fact that col 

lege-graduate recruitment is devel 
ping jet propulsion, while junior 
executive training and development 
is still too often in the horse-and- 
Men who have studied 
w that a standard of 
intellectual content 
wide a stimulating 
utstanding college 


the absence of 


They fear that the comment of 
the president of a medium-size firm, 
recently entered in the college-grad 
uate sweepstakes, to the effect that 
“We haven't time to think what 
we'll do with college men _ until 
after we see what we get,” is indic- 
ative of the fact that such thinking 
will never be done. Worse yet, they 
are fearful that such lack of plan- 
ning is widespread. As one manage- 
ment engineer recently phrased it 
‘For every firm that really know 
what to do with its college me: 
after it gets them, I'll show you ten 
that don't 

The man graduating from college 
who is worth the serious attention 
of business is the man who seeks a 
career in general management. He 
instinctively shies away from com- 
panies that offer him narrow, spe- 
looks for com- 


training 


cialized jobs 
panies that offer him a 
program 

He doesn Lé 0 look far 
Many companies those that 
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have learned 1e least 
college man and w to deal with 
him, are aware of his high degree 
of interest in “training” programs 
So, these companies have one 
say they have 

These days the itstanding young 
man finds himself pleasantly on the 
receiving end of numerous offers 
all apparently assuring f the 
fundamental things wh 
gards as important. As 
even the companies with 
programs are compelled, to j 
er or lesser exter to concentrate 
on the icing on the cake and t 
ploy side-show tactics, in order to 
compete successfully. The end re 


sult, more often than not, is that 


the candidate is distracted to the 
point where he tends to make his 
final decision wholly on the basis 
of largely superficial values 

With the flood of company repre 
sentatives now arriving each year 
at the more significant colleges, the 
placement directors and their assist 
ants have their hands more thar 
full in arranging interview dates 
and in deciding which men should 
talk with the representatives of 
which companies. In spite of thei 
best efforts, they have neither the 
time nor the facilities to develop 
detailed guidance information. This 
means that the college man is large 
ly “on his own.”” He must make his 
own decisions, and mighty impor- 
tant decisions they are 

The most alert young men re 
quire time to recognize the fact that 
they are in the “wrong” company 
There is a natural reluctance t 
face the fact that a decision is an 
incorrect decision. Even when they 
do face the facts, it is frequently 
too late, and they stay on to work 
in the midst of frustration. A recent 
survey of one of the largest organi- 
zations of its kind revealed that 
over 90 per cent of the college mer 
who had been “trained” and who 
had “settled down” in the organiza 
tion stated, in answer to a question 
that they would advise a son to 
choose a different caree1 

Whether a recognition of ‘‘mis 
takes” results in voluntary or in 
voluntary separation from a com 


pany, or whether it results in con 
tinuing on as a dispirited member 
of the team is not important, ever 
though the former lends itself t 
statistical measure and the latter 
does not. In any case everybody 
loses and, in the final analysis, they 
lose because of inadequate forward 
planning in a critical area of execu- 
tive training and development 
The wide gulf that exists between 
business practice and economic 
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You can copy documents 
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photocopy machine 


it doesn't matter if the 
original document is 
nontranslucent if 
it includes typed, 
drawn, written, or 
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both sides of the 
sheet 
Your photocopy ma 
chine is designed for all- 
purpose service in your office will give you photographically 
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For the best photocopies, use 
Kodagraph Contact Paper 


This new paper is made by Kodak for 
use in all types of contact photocopiers 
It reproduces all documents in dense 
photographic blacks, clean whites 

with new sparkle and legibility. And 

it’s easier, more economical to 
use—no more split second timing 

or trial-and-error testing. Order it 

... and see for yourself 
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. accurate 

f the gulf that separates 
isiness concern from the col 
a gulf that must be 
closed by careful 
planning at successive stages. Fail 


is a reasonably 


graduate 
painstakingly 


ire to begin to close the gap early 
will usually mean that it won't be 
closed at all 

Some business organizations have 
recognized the fact that the ideas 
of the college classroom and the 
realities of the business enterprise 
must be skillfully blended together 
in recruitment, in training, and in 
levelopment. Johns-Manville, for 
example, seeks to interest promis- 
ing students in a future with the 
company early in their college ca- 
reers, It does so by interesting itself 
in the ideas in which they are inter 
ested, and by closely relating those 
ideas to a career with the company 
It thereby assures itself that men 
who Johns-Manville, when 
they are graduated, will be men 
who have already learned the value 
of thorough consideration before 


selec t 


reaching important decisions. The 
company continues to respect the 
intelligence of its successful candi- 
dates during their training period 
and encourages its men to keep 
their intellectual curiosity alive by 
providing a stimulating training 
atmosphere 

A well-integrated program such 
as that of Johns-Manville requires 
hard work and careful planning. It 
can't be turned over to “George 
when he isn't busy doing something 
else—-as is so often done. It’s no 
accident that, in the words of the 
chief executive officer of a national 
trade association, ‘“‘everybody who 
works for J. C. Penney seems to 
like it.’ As in the case of Johns- 
Manville and other companies with 
similar programs, it’s because top- 
level management is directly in- 
terested in, and constantly works 
at, building-in a high level of satis- 
faction on the part of new members 
of the team. It’s because top-man- 
agement knows that this is its num- 
ber one job if the company is to 


retain the dynamism that got it 
where it is 

The smaller concern, of course, 
is at something of a disadvantage 
in this area. To overcome the dis- 
advantage, however, groups of the 
more alert smaller firms have 
worked out arrangements to pool 
their efforts. Under this arrange- 
ment, one professional representa- 
tive is able to carry on recruitment, 
training, and development for sev- 
eral smaller firms. The arrangement 
has the advantage of reducing the 
mounting redundancy and frenzy 
of campus recruiting, and of assur 
ing an opportunity to students to 
investigate diverse small business 
careers in an atmosphere of ob- 
jectivity and restraint. As an out- 
growth of the principle of multi- 
ple recruitment-training represen- 
tation, a natural reluctance on the 
part ofa single company to regard 
itself as the “only pebble on the 
beach” has been replaced by a 
realistic recognition that, in any 
case, “you can't win ‘em all.”’ 





Yes, Say 23 Placement Heads 


Continued from page 15 


sented (234 last year), and it would 
be difficult to direct criticism to- 
ward the majority of employers 
who recruit on this campus.” 
University of California reported 
that the 
were amazingly 


business representatives 
patient and con 
scientious in explaining their em 
ployment opportunities to confused 
and ‘offer-collecting’ students.”’ Ex 
with 
University of Washington has been 
highly satisfactory 


nerience employers at the 
Ohio Univer 


sity released a statement saying 
Most of our seniors were favorably 
impressed by the various company 
representatives.’ 

The University of Virginia has 
tened to 


that business has 


challenge any implication 
doing a 
casual job" of selecting candidates 


been 


on campuses 

Indiana University reported that 
it would not go so far as to say that 
companies “have little or no screen 
ing, or have accepted warm bodies 
for emplovment.” Columbia Uni 
versity officials they have 
been “much impressed with the flex 
ibility shown by most companies in 


report 


38 


facing this difficult job market 

While these remarks are enough 
to encourage companies that recruit 
on campuses to sit back and relax 
on their laurels, the entire picture 
from the viewpoint of the college 
placement head is not entirely with- 
out some criticism. In almost every 
case, this criticism is directed to 
individual representatives and not 
to a company as a whole. But as 
long as there is one rotten apple in 
the barrel, it might be a good idea 
to air these criticisms so that com- 
panies which already recruit on 
campuses can determine what im- 
provements are possible; and com- 
panies which are considering such 
methods of recruiting can see in 
advance some of the obstacles to be 
avoided 

Again, however, we should repeat 
that virtually every one of the 23 
college placement heads stated em- 
phatically that business is doing a 
fine job of recruiting. They were 
then asked for suggestions or criti- 
cisms, and some of these will be 
discussed 


Stanford, visited by 400 com- 


panies this last school year, topped 
all others as far as company repre- 
sentation was concerned. Several of 
these companies followed certain 
procedures that have been of con- 
siderable help to the school’s place- 
ment service, and they might well 
be considered by more companies 
These procedures include: 

1. Coordination of all recruiting 
for a given company, being assigned 
to a single office rather than nu 
merous regional recruiters from 
the same company 
2. Press releases and class an- 
nouncements regarding needs and 
opportunities, prepared in advance 
by the recruiting company, to be 
distributed to student newspapers 
and interested professors 

3. Specific job-information state- 
ments in sufficient quantities to be 
distributed to students. This ap- 
pears to be more effective than 
brochures which describe the com- 
panies in general, but say nothing 
about specific entry positions for 
college graduates 

The University of California is 
slightly concerned about the fact 
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that representatives of personnel 
departments are being joined by en- 
gineers, chemists, sales managers, 
and even recent graduates of the 
institution being visited. These peo- 
ple with varied backgrounds are 
visiting campuses to recruit new 
blood, but, according to California, 
they have no conception of the pub- 
lic-relations aspect. It is true, they 
may have more factual information 
than the personnel man, but that 
advantage hardly offsets the dis- 
advantage of knowing little or 
nothing about the public-relations 
side 


A problem which often crops up 
where the bigger companies are in- 
volved is brought to light by Drake 
University. Drake found that some 
of its students were a bit confused 
when certain recruiters from the 
same businesses—-but different de- 
partments—-visited the campus at 
different times. This problem goes 
back to the first suggestion by Stan- 
ford—that of better coordination 
of recruiting. Drake reported that 
“in other words, we feel that the 
recruiting efforts of, say, Mont- 
gomery Ward & Company, should 
have been coordinated.” 

Drake found that additional con- 
fusion resulted when some com- 
pany representatives bypassed the 
placement office and went straight 
to professors. There were cases of 
the same company sending recruit- 
ers through the usual procedure of 
contacting the placement office, 
while other recruiters (from the 
same company) visited the campus 
unannounced and went directly to 
some of the professors 

One chemical firm had five men 
on its recruiting team at Drake, 
and there were only four men grad- 
uating with majors in the field of 
chemistry! 

As a more concrete suggestion 
Drake would like to see students 
sold on the idea that a firm is offer 
ing a career, and not just a lot of 
benefits and securities. “We have 
the feeling that each firm is trying 
to outdo the other in the matter of 
benefits and fringe benefits.” 

Emphasizing that certain defi- 
ciencies are the exception to the 
rule, Columbia University cites sev- 
eral: inadequate specifications of 
needs, incomplete information re- 
garding the company and the pro- 
gram in mind for the boys, insuffi- 
cient advance notice for arranging 
campus interviews and common 
courtesies regarding prompt arrival 
keeping to schedule and followup 
advice to the schools regarding 
action taken. 
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To better serve 
users of business forms 
we open a big, new plant 

<tes completion of our 70th year of business is marked 


by the opening of one of the largest and most up-to 
date plants in the United States for the exclusive pro 
duction of continuous business forms. The new factory 
is located in South Hackensack, N. J., and has 136,000 


square feet of manufacturing floor space. It will enable 


us to speed up delivery of custom printed and stock 


forms substantially 


Let us demonstrate business forms printing service at 


its best. Ask us to quote on your current requirements 


Or if you have a continuous forms problem, give us 
enough information on the coupon to enable us to help 
you. Mention the kind of forms in which you are 
interested, nature of your business and types of machines 
used. We will then send you a folder of selected forms 
that will show you how we have helped other firms solve 
a similar problem. They may contain a worth- while 


idea for you 


ayohe BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY 
13 7th Street, Hoboken, New jersey 


NAME POSITION 
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CHAIRS and HEALTH 


Executives today realize that 
good health for the employee 
is good business for the man 


agement 


Most cases of chronic back 
ache and fatigue in offices 
improper 
ailments con 


traced to 
Such 
tribute to a high cost of doing 


can be 


seating 


because of de 
and in 


business 
creased efficiency, 


creased absenteeism 


You can reduce your operat 
and 


health of your office person 


ing costs improve the 
nel by equipping your office 
with Fine-Rest aluminum 
chairs. Why not consult your 
Fine-Rest dealer today? 


Write for 
literature, and for the name 


free descriptive 


of your nearest Fine-Rest 


dealer 


cipotalien 


AKRON'S OMI 


ALUMINUM SEATING 


17S. CHERRY STREET 
D acme SAFE CO. 46-50 
a ebulon ve 


= see oF. mF 
eETROraTan EXPORT oreTereUTOS 


company and 

To do a 
nt ne appro 
with the 


mation Is \ 


their recruiting pro- 


rams comes from Baylor Univer 
y. Baylor does not like the system 
roup 


inter- 


] 
husiness has of insisting on a g 


before beginning 
h a system necessitates 
of two classes by each 
r the group meeting 
» personal interview 
.t 


cases, allows stu- 


lents to be interviewed by four 
This 


ecrultment representatives 
means a student will have to cu 
two classes four times during the 
ession, Which is a tremendous bur 

representative 

to forego the 
though it 


ake the time to ex 


even 


the company’s pol- 
icles and operatio to each student 
personally 

There were 129 recrui £ 
*s at Baylor last year, and 
these conducted scheduled in- 
the 89 inter- 
of 12 students 
10 representatives 
information seekers 
about the em- 

at Baylor 
has several sug 
been covered 
Ohio 
would like companies to send one 
man to do a one-man recruiting job 
rather than the four or five who 
often show up. Students do not like 
to talk with more than one man per 


gestions that have not 


completely. For one thing 


directors informed 

There are twe pol 
University brings it 
pany representatives expect college 
seniors to Know exactly what they 
want to do when “not m« 
per cent have specific objectives 
Second, too mar y companies ¢ hang 
making it diffic 


placement 


recrulters ofter 
for college jirectors 
establish a “rapport with that 
company 


Marquette University believes 
that the present trend of interview 
ing June graduates earlier eact 
year (as early as October this year 
should be discontinued. The fact i 
stressed that most students do no 
start their field of specialization uw 
til their junior year, and most of the 
courses are taken during the senior 
year. Thus, the junior does not have 
a true picture of the opportunities 
available and the requirements for 
success 

Another suggestion made by Mar- 
quette is that the glamorizing of 
training programs be toned down 
for students often go into them ex- 
pecting more than they get 

The Creighton University has this 
advice for business: Make sure rep- 
resentatives know the schools they 
are visiting, and are not misled by 
enrollment figures. Creighton gets 
requests regularly for engineering 
graduates when a quick look at the 
catalog would show that only pre 
engineering is taught there 

As an example of the way enroll- 
ment figures can mislead a business 
representative, C on's own fig- 
ires can be used. Enrollment runs 
around 2,400, and the 
class will total about 500. Of this 
latter number, there will be 75 phy- 
10 or more dentists, 100 o1 


pharmacists 


graduating 


sicians 
125 nurses, 30 to 40 
10 lawyers, and a dozen or 
graduates of the R.O.T.C 
program who go directly to the 
army. A number of the graduates 
will be called for military duty, a 
large group will go into teaching 
or on to further graduate work 
and of the relatively small number 
left, the Commerce School gradu- 
ates are in great demand. The po- 
tential, however, is more like 50 
than 500 


about 


more 
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Creighton also would prefer post- 
ers to booklets from businesses 
sending representatives ; for if book- 
lets are received, the placement 
office then must prepare its own 
notices for the bulletin boards 
Other suggestions are that long- 
distance telephone calls be skipped 
in favor of letters when arrange 
ments are to be made, and that 
letters be sent, in addition to the 
placement office, to the dean ot 
head of department where prospects 
are to be found. A better reception 
would be assured by these extra 
letters, and they would help the 
representatives to “land” a pros- 
pect, because the student will prob- 
ably appeal to his dean or depart- 
ment head for counseling after the 
interview 

While the importance of a good 
followup system has been mentioned 
before, the University of Tennessee 
has even more reason to emphasize 
this point. There was one case last 
year where Tennessee's placement 
office had to wire an employer some 
6 weeks after his campus visit to 
find out whether or not he was go- 
ing to make job offers to certain 
students 

Several of the schools questioned 
had only brief suggestions. The 
University of Denver, for example 
would caution representatives about 
overselling their companies. Saint 
Louis University has been some- 
what alarmed at companies trying 
to sign juniors, with the intention 
of having them go to work upon 
graduation. There was an isolated 
case at Saint Louis of one firm 
pleading with a junior to quit school 
and go to work immediately. Such 
instances have occurred primarily 
in the fields of engineering, account- 
ing, mathematics, physics, and 
chemistry 

The University of Washington 
deplores the practice of making 
rounds of campuses with apparently 
no definite opportunities available 
students hear the old song and 
dance, “We'll put your application 
on file.” 

One of the weaker points in in 
dustry’s recruiting, according to 
Washington and Lee University, is 
that the recruiter “may not be a 
trained personnel director.” It is 
often a case of a technician trying 
to hire a salesman 

Finally, there are two bits of 
well-chosen advice from the Uni- 
versity of Detroit. First, small busi- 
ness is not getting the outstanding 
graduate because it is not making 
the effort, and second, modern re- 
tailing is not getting its share of 
the college-trained men 
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Companies tha seer > b 
trouble keeping employees on 
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Another recommer 

dation. Pages 14 and 
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Next Month 
Tips on how to 


gate authority 
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Or dMendsdian Mm /Aannary 
A topic for discussion at company am eetings in January is found on 
pages 8 th rougt 11. for the article there concerns the tangible and in 
tangible things that keep workers happy 

having 
the job 
to get 
apable new employees shouid ck 
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This Office 


Building 


Will Pay for Itself in 6 Years 


yurge 


estment is this: Art Metal's 


omewhere 
S500 .000. of about 
building itself cost. That 
payroll approxima 
the cost of the moderr 
building which houses them. If the 
new, more comfortable, more effi 
uilding is responsible for 10 
t increased productior ‘ 
’ 


(one veal 


ivy equal 


more efliciency, the 


pays for itself in 10 years 
avings such as 


natter how we 
good invest 
answet! 

lid Art Metal 


a new office” 
The First Floor 


1room, top-executive ¢ 
accounting 
contract estimating and 
secretarial offices, and the dit 
CUupy 
treen Wa 
yreen i 
floors an 
ceilings, abso 
proper light reflectior 


10 feet, 6 inches 


12 


from fluorescent luminaries, using 
two 96-inch slimline tubes to each 
fixture. Well-distributed light prom- 
ises complete relief from eye-strain 


due to glare, shadows, or reflectior 
The Second Floor 


Art Metal has a subsidiary com- 
pany, Post-Index, which is _nick- 
named P-X in company circles. Its 
executives and employees occupy 
part of the second floor, along with 
stock sales 
statistical department 
advertis- 
ing, and sales promotion depart 
ments. The 


ilso housed on the second floor 


the order department 
department 
tratlic 


erection, service 


stenographic pool is 


Offices on this floor are semi-pri- 
vate, with glass and metal parti 
tions about shoulder high 


The Third Floor 


researte h develoy 
» central filing depart 

New 

raftsmen 

re purchased ; > time the new 
building was occupied. These new 
tables, which adjust much more 
quickly than the old ones, are ex- 


pected to increase production in the 


department. Throughout the build- 


ing, new equipment has been mixed 


with old equipment from the old of 


fices. Reason for this was the short- 
age of merchandise ! he com- 
pany s desire not to app! 
its own use any items! 
tor rs were clamor 
equipment m 
building was refinishe 
uniform fini 
the building 
Art Metal conduct 


ings for its travelers, di 


appears 


some ases 


agers, and, in 
salesmen and dealer salesmen 
provide a comfort 

space for such meeting 

penthouse area was equipped 
these meetings. Here a meeting can 
continue without interrupting 
regular routine of the office 
without interference or n¢ 


the regular office work 


Convenience and Safety Features 


Several ideas from this building 
may be worth checking by any ex 
ecutive whose duty it is to plan new 
buildings or remodel old ones. A 
fireproof vault is included on the 
first floor 
of private lock boxes for executives 


Here there are a number 


to keep valuable company records 
private papers, or confidential data 

There is a money chest because 
considerable sums of cash 
maintained to pay advance ex 
pense money to erection or cor 
struction leave 
Jamestown for jobs in 
parts of the country 

Special filing equipment has been 
installed in the vault to preserve all 
cancelled checks as they are re- 
turned from the banks. All basic 
record books are also kept 
fireproof vault 

In both the engineering depart- 


crews as they 
different 


ment and the accounting depart 
ment excellent use is made of filing 
and storage equipment, which is 
turned into long counters. The files 


' 
under the counter of the accoun 


ing department are used for such 


] 


records as unshipped stock orders 


invoice copies, sales 
copies of shipped 


card files for 


correspon- 
dence STOCK 
orders 
ing and other similar 

Invoices are kept in a special 
folder, on which a copy of the orig- 
inal order is dupiicated. Because a 
large percentage of all Art Metal 
many 
bills are necessary, an 1e copy of 


orders is shipped piecemeal 


the original order on the outside of 
the folder provides 


ence or check for comparin 


a quick refer 
i 


shipments against the total order 
Private offices are provided for 


company officers. Department heads 
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in semiprivate offices, with 


titionr 
LIONS 


glass and metal par 
shoulder high. The arrans 
enables the department mar 
see, from his desk, practic 
of the employees in his section 

Each floor of the building has a 
continous belt of glass blocks, sever 
courses high. The light bill will be 
considerably reduced as a result of 
the light which filters through the 
viass 

Furniture-— including desks 
chairs, and files is gray, except 
that in one of two of the officers 
offices which are equipped with ex 
ecutive-type conference desks in dif 
ferent finishes 

Art Metal Construction Company 
is the outgrowth of several merge! 
of companies which pioneered metal! 
furniture for offices. A newspaper 
publisher in Eau Claire, Wis., whi 
noticed that courthouse books and 
documents were poorly housed 
started a small company to mar 
ufacture roller shelves for heavy 
record books in courthouses. An 
other group was formed to sell the 
output of this small shop which had 
moved to Milwaukee. Finally 
Jamestown capital was interested 
and the Fenton Metallic Mfg. Com 
pany was organized in Jamestowr 
in 1888. That same year the com 
pany obtained a contract from 
equipping the then new state cap 
itol of Texas at Austin—then the 
seventh largest building in the 
world. The name was changed to 
Art Metal Construction Compan, 
in 1899, and the company ha 
grown into one of the nation’s 
largest producers of office and bank 
equipment and hollow metal build 
ing materials 





New GM Movies 


General Motors new film catalog 


lists the addition of four motion pi 
tures to its free circulating library 
of 48 sound films on a wide variety 
of educational and entertair 
ics. All films are 16 millimeter 

Two of the films are non-color 
‘Let's Get Out of the Muddle,”’ and 
“Your Permit to Drive,” both dealing 
with driving problems. In color are 
‘American Harvest" and “Grandma 
Goes to School 

The new film catalog can be cob- 
tained by writing General Motors 
Department of Public Relations 
Film Section, Detroit 
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ay Guat Line 


OF MODERN OFFICE 
EFFICIENCY 


Imperial 
desk company 


EVANSVILLE 7 NOlAWA 





Stands Out for Office Economy 














SHOWN: 
$14 5 


SEE YOUR DEALER OR WRITE: Evans Specialty Co., Inc., 405 N. Munford St., Richmond 20, Va 
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How Color Influences Efficiency in an Office 


(Continued from page 21) 


Work assignment 
and, hence, color formulas differ 
for the 
keeper 


office to office 


receptionist and the book 
Conditions in the confet 
ence room are not those found 

the drafting department, and the 
functions of the personnel director's 
office differ from those of the chief 
Differing requirements 
should be reflected in different color 


engineers 


combinations 

For example, light colors are es 
ential in offices where close work 
on white paper tasks is done, and 
so should be selected for an en 
vineering office to distribute light 
uniformly and efficiently. The ob 
jectives are sufficient light and a 
comfortable working-seeing 
Color, not brightness, 
should be used to give the added 
advantage of livability 

The personnel offices would prop 
erly have not-quite-so-light walls 
and, perhaps, more “colorful” ones 
The people are the main points of 
attention during conferences and 
interviews, so the walls become the 
primary background areas. Colors 
should be selected so that the walls 
are little or no brighter than human 
complexions. This rule decides the 
value of the colors 

Whether you wish to emphasize 
the people in the office or the office 
itself determines how the other two 
aspects of color are selected. Shall 
it be blue, green, yellow or red? 
And shall it be soft and neutral or 
have a “lot of color Emphasis 
on the occupants leads you to choose 


area 
contrasts 





walls of cool, nearly-neutral colors 
that compliment most complexions 
By contrast they give extra warmth 
to skin tones. The effect is height 
ened by using a warm color on the 
desk top to retlect light. Emphasiz 
ing the office has equal merit, since 
its appearance represents the char- 
acter of the entire organization in 
the minds of prospective employees 
Stronger, warmer, more intimate 
colors are then chosen 
These examples and comparisons 
show what can be done with color 
Add to these the many 


and prejudices 


personal 


preferences about 


color, and it is obviously foolish to 
impose narrow limitations on the 
choice and use of color 


Color effects are also dependent 
upon the source of light. With in- 
candescent fixtures, only a yellow 
white or a daylight lamp of marked 
lv lower efficiency are available 
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Fluorescent lamps, however, can be 
produced in a variety of shades of 
white. In fact, a number of colors 
satisfy the 
whims of lamp designers and a few 
special users, resulting in a bewil 





were introduced to 


dering array of white fluorescent 
lamps 

General Electric has a method 
to simplify the choice of lamp. They 
ask two questions 

1. Is a warm or cool atmosphere 
desired? The former, used mainly 
with traditional interiors, is pro 
vided by flame and incandescent 
lamps, the latter is comparable to 
daylight at high noon. This decides 
whether cool-white or warm-white 
lamps will be used 

2. Is the combination of highest 
light output with good color rendi 
tion, or that of fine color rendition 
with good efficiency, preferred? The 
standard warm and cool lamps are 
designed for highest efficiency con- 
sistent with good color rendition 
The development of efficient “red’ 
phosphors make deluxe 
warm and cool lamps. These give 
excellent color rendition at efficier 


possible 


cies only 20-257 less than standard 
lamps 

Standard warm-white and cool- 
white lamps were formerly desig 
nated warm-tint and 4500°-white 
respectively. The demand for stand 
ard cool-white lamps in offices far 
exceeds that for any of the others 
There is, however, a growing trend 
to adopt deluxe colors as more peo 
ple come to realize that such ex 
cellent color-rendition sources are 
available and the results of their 
The deluxe cool-white 
lamp of today bids to be the office 
lighting lamp of the not-so-distant 
future 


use 1S seen 


In other instances, steps are be 
ing taken to simplify the effective 
use of color. The Illuminating En 
gineering Society's “Recommended 
Practice of Office Lighting”’ 
fies the light-reflecting values for 
all the major surfaces in the office 
These have been introduced into a 
proposed American standard under 
ship of a NOMA sub 
committee. Many paint manufac- 
turers list the reflectance of their 
standard colors and that of the 
y used mixtures 
Most have developed durable matte- 
finished or satin paints that elim- 

reflected-glare problems 
There is a trend toward lighter col 


speci 


the sponsor 


more commonly 





j te 
inate 


ors on business machine enclosures 
and the elimination of shiny metal 
decorative trim. More is yet to be 
accomplished in this regard, and al 
in providing dull-finished keys 
ind controls 
Desk-grade linoleums are avail 
ible for 
x for installation on new ones. The 
Wood Office Furniture Institute has 
developed the Softone finish for oak 
furniture. A variety of other ma 
terials are being developed or used 
in limited quantities. Those that 
prove practicable will further ex 
pand the opportunities of meeting 
seeing and other requirements with 
properly selected color in the office 


recovering existing desks 





Drive-In Ticket 
Office Opens 


HE world’s first drive-in ticket 

office will be opened by United 
Air Lines soon, approximately 30 
miles south of San Francisco, ac- 
cording to Harold Crary, vice pres 
ident of sales 

The drive-in will be situated on 
El Camino Real, main highway be- 
tween San Francisco and outlying 
peninsula communities. Choice of 
location was determined by surveys 
which show that almost 50 per cent 
1f United's passengers from the San 
Francisco area live in suburbs sout} 
of the city and municipal airport 
Mr. Crary said 

As planned by United's architects 
the roadside ticket office will be a 
white, arched-roof structure, glass 
walled on two sides and trimmed 
with brick and native redwood, It 
will have two windows for drive-in 
service, enabling motorists to pick 
ip tickets while seated in their cars 

The interior will have a redwood 
counter, chairs, and other furnish 
ings of a conventional ticket office 
The general decor will be suggestive 
f Hawaii, as will exterior landscap 
ing. Canopied parking space will be 
provided for motorists seeking de 
tailed flight information 

“Application of the drive-in prin 
ciple to ticket sales will be welcomed 
in other areas similar to San Fran- 


cisco's peninsular district 
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Twenty-odd years ago, executives who had “‘arrived’’ considered it insulting to suggest that 
they needed training. Today, like the good lawyer, teacher, doctor, or engineer, the compe- 


tent executive readily admits the necessity for continuing his training, with the result that 





the back-to-school movement among business executives has become ‘'a big red school- 


house operation.’’ Lawrence Apply, president, Amer. Mgt. Assn., in Management News 





Du Pont Replaces Clock 
With Honor System 


Wage Earners’ Life Span 
Reaches New High 


Four smartly-uniformed girls serve as escorts in new receptionist guide rding to tl Metroy tan Life 


service inaugurated recently by the West Allis Works of Allis-Chalmers gen 
can i y 
| > high in 
1951 % yeal I represents a 
Allis-Chalmers Visitors Will Have aan Geides gain of 5 years in the last decedi 
Statisti I ported that this in 
Guide OF GHEE COE VIRED WORE Sram on whom is ca 1 has been due to the 
widely ised in war plan during tor’s pass ‘ont arranges for an est gain i longevity for womer and 
World War 11 have been re-activated to take him to the most conver t ume in tl fz ) ' wrease in 
in a number of plants, most recent exit. The gate guard picks p tl th vale mortality over 1950 at the 
of which is the Allis-Chalmers Manu- visitor’s pass. Regular sitors wl main military ages. Women now have 
facturing Companys Allis-Chalmers’ call upon A-C people tw week or ' iva! re of 5% years over men in 
rible for r ] ig 
iniformed receptionist guides operat- which permits them to sign in at any rh industrial po 
main office reception gate without going through the mair ng to Metropolitan Life, has made 
room reception office fut they n the nev greater progress in tl ast 40 years 
The procedure is as follows: All escort service n reducing its mortality than has the 
visitors go directly to the reception Such a guide service greatly expe eneral populatior In 1911-12 the 
room at the main office entrance lites the calls made on large manu expectation of life at birt! among 
where they are registered. One of the facturing plants with their many de Metropolitan industrial policyholders 
reception guides then escorts the visi- partments, entrances, and exit nd was 6', years less than that for the 
tor to the person he desires to see does much to improve the company pepulation as a whole; now the two 
After his call is completed, the person public relations groups are on a par 


new guide service now employs four more are elig 
vulatior accord- 


ing from. the 
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Goodrich Employee Store Youngster Will Require 
Has Liberal Terms $45,000 in 1972 


about 45 years ago with j 
ot boots, the B. F. Goodt 
store 
pped genera 
selling oO 


omp. 


money trom stockholders 


be no Deep Rock jobs 
The pou the 

final paragraph wh 

stockholders’ mor 


ce taxes 


t} 
+O he 


t method 


month 


Bank Adds Thrift Incentive to Its Pension Plan 


(00% i 
that som: Phe lew ‘ pl I f h arnings figure reaches $10 million or 
two bool Chase t sal é ity ot more, the contribution will be com- 

New vhich invo a more ited on an upward sca If the plan 
liberal retiremer n n a new had been operative th 

thrift-incentive based on explained, estimates ind 
i 10-month f he purpose bank's contribution 


o iber ring ! improving ‘ imounted to more than 
~ bank's et ) fi rog ) the annual salaries of tl el 
New Recreation Booklet Under « terms of ne ( participat here is a limit 
gram, the bank will ! ) ! the bank’s contribution, howev 
For Defense Plants cost of the re nt plan, an in no one year may that cont 
tributions by iploves wil i exceed 15 per cent of the an: 
yay f the press is a little booklet ntit ‘ | com iries of participants. If capital 
which rul prove immeasurably he s I ) for ! ind reserves fall below $360 mill 
Ipfu industrial relations | y t ili | h verag the bank wil ot contribute 
manaue who hes to revamp the } » years fore reti r hritt-incenti 
company rogram or. tit n more idends fall 
closely community activities F dt tiplier r each yeal its contributions 
munity Reer tion for fen { vi will : it AC addition to ct 
insurance whicl w bi cc now 
the worker ) nt formulas all employe in an amour 


rhree options wil . d for proximating \ I sa 


lary 

ition pro lisposal of fund ! rusly nti new plan provides 

rage ex ( 1) members may hdr ’ ibout 14 per cent 

with less lump sun ‘ 2 ‘ } ik amount of contributory 
than o00 emy ind $10 per money in th ft in iv Upon retirement 
employe t | ith count \ service 1@ COS 
more than 3 mut | } additi« se al igh itory 
employees; $2.5 companie the new p i by 
between L000 5 5,000 employees ur 


said to 


ind $1.88 i: ani employing lo ho so desi 1a\ ribute lave a dui I t 1 


should 
serve as an inspiration the staff 

Single copies of let may bi by payroll deductior nk ill for greater efficiency and expansion 
secured trom t 


1000 or more 


t nal Recr t make a cont ym or h 1 of the bank's world-wi business, and 


} 
Association, 315 Fourth ‘ f net of ting g t ) resultant growth of earnings for the 
tk 


York 10, without charg: come ch \y t nef f the shareholders 
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“We're Glad You Came,” 
Says Keystone 


Each visi Mt lar of the 


Kevstone Ste I ompany 


from 


Is her 60 years’ American Optical serv 
ice a world record for women workers? 


She Has Been With Firm 
For 60 Years! 


She irted working xr the Amer 
can Optical Com 1892, did Miss 
Mari 
brated 60 years of cont 
with the company 
may be a worl 
a woman. Miss Therri 
the matriarch 
companys trial 


Therrien ! has just cel 
ious service 
which 


id recor 


vectors if 
epartment 
worked all these years without 


day's illness 
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Good Telephone Manners 
Promoted by Sun Oil 


A 2-page spread 
Stn, publishe 


employees, reso! 


natured ribbing ab« 


chap doesn't really need 


be heard withor 


School 
tons 
Santor 
second ye 
Said to be 
cant education 
dertaken by a 
industrial plant 
such subjects as 
tion and qu 
zation and 
engineering 
Objectives of 
(1) foster 
ment and 
field of indu 
the Bigelow 


develop it 


Tells How to Set Up Ind 


ustrial Medical Plan 


pers 
ae | 


ne ot the mos 


presented at the Sixteent \ 
Meeting of the Industrial H 
Foundation, Pittsburg} 

tailed account by 

president of the 

of the 
medical 
employees 


installation 


program 


rhe smaller-size 
with the need for 
gram of this type 
cedures described 
great help, from t 
to the summing 
The Rome Cabl 
ploys some 1,400 persor 
most companies i¢ 
first-aid departme 
doctor. From t 
ve loped step by 


where the company 
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This month we are featuring items which received the most attention at the recent National 
Business Show, held in New York—some new, some well-known. All of these can be counted 
on to ‘pay off handsomely through lower costs, increased efficiency, effect on employee spirit, 
customer confidence, and the inherent business-getting value that such an installation has,’ 
according to A. C. Howard, pres. Globe-Wernicke Co., before Office Equipment Mfrs. Institute 





Push-Button File 
Saves Time 


EACH of Revo-File’s 16 sections is 
controlled by a button mounted on a 
panel board. When a clerk wants to 
find a card, she simply touches the 
proper button. The file revo 

wise or counter clock-wise 

on which direction will save 

time, and automatically stops with 
the desired sectior n front. Mosler 
Safe Company, Hamilton, Ohio 


Dial Measures Tape 

Needed 
Magnetic Recording Machine 
For Dictating 


SMALL and compact 

than 20 pounds, the Elec¢ 

ory takes up to one hour I 

ind ae it back with 
Equipped with a Handi-Mike 

foot conieet for dictating, and ear- 
phones, ear clip, or speaker for tran- 
scribing, machine offers a low-cost 
method of handling dictation. Record 
ing wires can be used thousands of 
times. Machine is designed in neutral 
colors to blend with office interiors 
Webster-Chicago Corporation, 5610 


} 


Bloomingdale Rd., Chicago 39, Ill 
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Adding Machine Prints 
All Calculations 


BUSINESSMEN wil 

chine useful for handling account 
and bookkeeping work where it 
necessary to have a printed reco 


of the operations tor checking p 


poses. It prints automatically credit Magnetic Visual Aids 
and debit balances, multiplicand, m 

tiplier, product, dividend, divisor, quo For Control Systems 
tient, and remainder. Its 10-key key 
board, separate multiplication keys 
two- and three-cipher keys, enable 


IT’S EASY for 3 


an operator to make calculations ou 
of the field of every-day arithmeti 
without having : ec knowledge 

mathematics. Olivetti Corp. of Amer- 
ica, 580 Fifth Ave ew York 19,N.Y 











Line Spacer for Accounting 
And Billing Machines 


Office Chair Has Spring— 
Tension Back 


OUTSTANDING feature of the new 
> 


Model 18-S Cosco office chair is an 


adjustable spring-tension back with 


Stationary st it contro lal 1 
Wheel located und ! ‘ Four 
other adjustmer in be made, witl 

out the u ools, to fit the chair 
to the in tual eed. The saddle 

shaped s« i ered with foam 
rubber late an he Tufflex-padded 
backrest irved two ways for con 


+ ‘ 


tour seating. Of l 


all-steel constructior 


with DuPont 


New Camera Increases Scope 
Of Duplicating Process 


1IS5OW 

h by 

ch focal 

operated 

S¢ al 

i glass, and 

1 timer with range of 

seconds. The Haloid Company 


Haloid St., Rochester 3, N. ¥ 


December 1952 49 





Time Recorder Eliminates 
Overprints 


PROVIDING nsecutive spacing 
time recording, the Cincinnati Clipper 
can be used for both attendance rec 

ords and job cost records. Action is 
1utomati Employee simply inserts 


as 
id makes registration. NO posi 


tioning of tray or card necessary. No 





ers to work, no dates to chang: 
Variations from schedule can be high 
ghted by use of a second color, whict 
is optional. A special signaling attact 
ment, mounted outside of the record 
er, will give an accurate signal system 
nchronized with the recorder. The 





Cincinnati Time Recorder Company 


43 Central A Cincinnati 14, Ohie 





Desk-Size Perforator for 
Invoice Canceling 











Desk-Top Copying Machine 
. PORTABLI I ) t 
For Small Offices ale wean Oe Gelinas Cineinn S00 
COMBINING all the features found perforator cancels a complete i aa 
bundle t one tin led ¢ 
the larger models with the advar 1 ; . y 
P small siz the Ozamatic blurred impressions skips! No i 
ice can be p twice I ices are 
| irge Volume and wide adapt- un , - ae l ye : 
ibility. It easily produces a mastet wiggle anges: rhage AR aieicge apace 
rom a master lowing vou to add it a speed 20 times greater than rub 
‘ t ition to a constant ber stamping. For A.C. current ¢ 
' machine operates on 110 volts. Cum 
n t also enables you to delete . 
y t ‘\ } y 
fidential material, and make copies mins-Chicago ¢ 7 74 N. Ra s 
A awit. ¢ 0 
t the information you want cir- ago 40, I 
ited mply place original on a 
eet of sensitized paper and feed it 
to the machine. A few seconds late 





turned with the copy, dry and 
ly to a it a cost of less than 1% 
ts | n S'y-inch by ll-inch copy 


Copies can be made from any trat Tabulator Helps You 


lucent original. Having a thermostat 
heat contr and twin blowers, O7za- Keep Count 
motor NOTHING could be simpler. Just de 





matic is powered by a DC 
Aniline & Film press the cover of the Denominator 


a) i, D of General 
recording 


t\ p 
4 YY ind the dials register your 
init to as many as 180 


Double-Foolscap Size 
inits arranged in convenient banks Duplicator 


From a single 


ters are securely mounted in the 


grouping best suited to youl needs ALL outstanding features of the nor 
Useful for preparing cash payrolls mal foolscap Rex-Rotary duplicator 
recording production on a piece-work have been incorporated in this model 
basis, and anywhere a count control All duplicating work employing large 
necessary. The Denominator Com paper can be run on the D-270 doubk 
inv, Inc., 261 Broadway, New York foolscap machine, such as_ balance 
i,N.Y sheets, trading accounts, sales speci 


architects’ drawings 


fications, and 
foolscap can also 


wo piles of sing 
. ° : be run 
Copies in 15 Seconds With time in half. Rex-Rotary Distributing 


New York 1 


at a time, cutting duplicating 
Dry Process Duplicator Corp. 19 W. 3lst St., > 
N. Y 

NO) preliminary or finishing 
tions are necessary with Thermo-Fax 
s, chemicals, washing 


opera- 


no negatiy 
drying. Copies are ready for dis- 
tribution upon removal from the du 
Sheets are not light-sensitive 


plicator 
no special storage or dark- 


require 
room facilities. Confidential « opies can 
be made by officials without assist- 
ance. Machine uses a controlled beam 
of heat to copy black and white origi- 
nals directly. Cabinet is 40 inches high 
by 38 inches wide by 24 inches deep 
Minnesota Mining & Mfg. Co, St 
Paul 6, fin 
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New Stencil Cutter for 
Mimeograph Machines 


COMPACT, requiring only 3% feet 
of floor the Stenafax produces 
stencils comparable to a 144-line half- 
in 6 minutes. Just put the origi 
nal on one drum, the stencil on the 
other drum, and snap a switch. Sten 
durable, and cost only 
more than the conven- 

Over 10,000 mimeo- 
made from one 
Machine works electronically 
no gelatin compounds, chemicals 
washing, heat, or light 
Times Facsimile Corp 
58th St., New York 19, N. Y 


space, 


tone 


cils are strong 
a few cents 
tional stencil 
graph copies can be 
stencil 


developing 
treatments 
40 W 


Heavy-Duty Stapler for 
Tough Jobs 


A NEW power arm on the Bates Mer- 
cury H-30 stapler the strain 
out of heavy stapling, shortens long 
jobs, and flies through extra-thick 
work with ease. Capable of stapling 
up to 100 sheets of paper, this device 
can be from fastening cloth, 
heavy-duty bagging, light corrugated 
boxes, and labeling rugs. Available in 
three sizes to accommodate staples 
handling 40, 80, and 100 sheets of 
paper. The Bates Manufacturing Co 
30 Vesey St., New York 7, N. Y 


takes 


used 
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Spirit Duplicator Assures 
Perfect Registration 
EIGHT features 


in higher priced 

in Heyer's new Cor 

plicator. Havi 

when filling 

adjustable pr 

maximum 

clamp, calibr 

of any siz 

attachment 
raise-and-] 

to cen 


operator copy 


ae ohn tien aa . Cover Makes Dictation 
we three-figure 


Machine Portable 


inches 


er 1s Standard equipmen 


istration is ¢ 


assured 
aesign paper 
ing roller is stop 
reset counter 
feed, and compact 
surprising featu 
model. The Heyer C 
ner Ave., Chicago 23 


Electric Duplicator Easy 
To Operate 


SNAP 
ising the 
paper magazine 
tainer pads to set, pre 

switch on machine to prir Tha 

how easy operate Marr’s Mer 
cury Model B-1. Any size paper 
from a 3 inch by 5 inch card to ¢ 

inch by 16 inch sheet or folder 

be handled, at a speed 
Marr Dup! 
Place, New 


the stencil on 


rotating b 
with 


it is to 


ot b 
icator 


Yor! 


an hour 
93 Park 


Phone Quieter Gives 
Privocy 


, provocat 
rvous stra 
$s the tends 
eliminated t 
It snaps on 


phone, and 


noises 


1s 


fs 


t 


ise of 


r 


hard 
atten- 
noise 

to be 


‘ 


outh 








bill Holler’s Famous 
hook in Pocket Si 





ow in the @ 








| "« re woking for ething 
which w et 3 ir Salesmen up on 
their toes and give them a flying start 


for the year ahead, this is it, 


More thar 


tandard binding were sold. It 


0,000 copies of this book 


revised and pub 
ished in handy pocket size. It is hot 


ha heen ¢ 


npletely 


Under Bill Holler’s 
Chevrolet organization sold more than 
$12 billion worth of trucks and cars. 


He is one of the world’s greatest liv 


leadership the 


ng salesmen. In this book he shares 
th ur salesmen and dealers what 
he ha earned about successful sell 


ng. Typical chapters 


Make Things Happen 
Prospects Are Everywhere 
Never Forget a Customer 
The Modern Aladdin’s Lamp 
How to Make People Buy 
Fight One More Round 
Napoleon's Secret Weapon 
Time-Tried Pojnters 


Sell to Survive 


sales aid that a salesman 
his pocket or brief 


read on the train or while waiting to 





"ase and 


give him a big lift 


4', by 6% 
cents. In 


Paperbound — 80 pages 


inches. Single copies, 50 
quantities of 6 to 99, 40 cents; 100 to 
249, 35 cents; 250 to 499, 31 cents; 500 
to 999, 28 cents; 1,000 and over, 25 


cents 


The Dartnell Corporation 
Publishers 
4660 Ravenswood Ave., Chicago 40, Ill. 





SF, 


nsiness TIPS 


The following literature is of special 
interest to executives active in busi 
ness management. It is current, and 
requests for this literature received 
date of this 


issue may find supplies of various 


several months after 


booklets are completely exhausted 
Requests for these booklets may be 


sent direct to the companies listed 





PURCHASING PROCEDURES 





rHAT SAVE TIME AND MONEY 
rhis new booklet by Remington Rand 
tlines several time and money savy 
procedures f fast, precision pur 
i act \ spe il feature of the 
ban t is a check list which es 
i cal i I tf the important 1 
rmation needed for efficient opera 
t ‘ i op nasu lepartment 
Checked answers will point up the 
d for improving records and sim 


ving procedures. A section is de- 


oted to reproduction of forms which 


bett purchasu records, pro- 
iced in less tim it lower costs 
\lso given are methods tor processing 
] tior proc bids, placing 
raders, and the {« wWw-up of purchase 
fers omethit new in a travel 


quisition is pictured and explained 
chart which 
compares its merits with the isual 


together with a_ flow 


equisition form rhe booklet is 
known as X-1202, and is offered free 
Remington Rand ° 


vw I 
Fourth Ave., New York 10, N. ¥ 


CHANGE PAYMENTS INTO 
PROFITS WITH CHECK BEAUTY 
lodd Company's new brochure out- 
lines a method of increasing 
advertising im- 


check design 


company 
prestige and adding 
pact through effective 


t 
} 


It incorporates actual samples of 
outstanding company checks. “Every 
ehneckK Vou Issti¢ s seen by an average 
of 16 people. Only 50 checks issued 
per week would bring your advertis 

to 41,600 people per year the 


brochure states. “You advertise your 


name, trademark, brand, or products 
inder the most favorable psychologi 


il conditions—receipt of money.’ 
Copies are iilable only to com- 
pany executives who write on their 
letterhead to Todd Company, P.O 
Box 910, Rochester 3, N. Y 


i\ 





. * . 


BUSINESS INFORMATION 
SOURCES, EXECUTIVE DEVELOP- 
MENT. Here is a list of references 
to articles, books, and surveys dealing 
with the functions, selection, develop- 


ment, and trai 


, 
also includes a brief list of self-hely 








manuals. College and university par 
ticipation, individual con pro- 
grams, and the ev lation « lop- 
mental methods are also discussed 
Copies are available, at a cost of 1( 





cents, by writing to Miss Rose L. Vor 
melker, Head Informatior 
Bureau, Cleveland Public Library 
325 Superior Ave., Cleveland 14, Ohio 


Business 


. . > 
NIVAC FAC-TRONIC SYSTEM 
Covering the new field of electronic 
memory, this handsome _ two-color 
brochure describes in detail the com 
plete Uni Unityper 
Card-To-Tape Converter Synchro- 
Matic unit, Central Computer, Uni 
servos, Super Control, Univac 


ind the Uniprinter. The Univac-Fac 


system a 





visory 








Ir system is the first complete 
le lic system for processing both 
numeric and al without 
special codit sets out 
to tell you the story of Ur ac, what 
its components are, What it looks like 
ind what ) ir xpect it te Oo 
Eckert-Mauct Computer 

tio Division of Ren t 





REEMPLOYMENT 
AND AN 


s 124 page 


VETERANS 
RIGHTS QUESTION 
SWER HANDBOOK, 7 


handbook presents, in easy-to-right 








fashion, questions likely to arise in 


the rehiring of veterans. It is a re- 
expanded 

original 1950 text to include the 1951 
ersal Mili- 


ce Act, as 


juestions presente d 


vised and ersion of the 


amendments to the I 








tary Training and 
well as additional 
by ex-servicemen, reservists perform- 
ing training duty, rejectees, employ- 
ers, labor organizations, and others 
during the past 18 


copies are available to 


months. Single 
busine SS con- 
cerns and labor unions by writing the 
field and area office nearest you, or 
by writing Bureau of Veterans’ Re 
employment Rights, Labor 
ment Building, Washington, D. C 


, ‘ 
Depart- 


HOW TO GET YOUR MAIL OUT 


Like most of Pitney-Bowes advertis- 


ing, this booklet has a bouncy, youth- 


ful style. It tells how metered mail 


provides new postal convenience, saves 
time and effort, stops stamp losses 
loes its own postage bookkeeping, and 
speeds your mail through the Post 


Office It also covers spec ial parcel 
post features offered by metered mail 
describes how metered mail gives new 
prestige to your mail, how it elimi- 
nates office drudgery, and how the 
miniature posters of post- 
mark advertising can carry your ad- 
vertising message at a low cost. Also 
included are pictures of other Pitney- 
Bowes office machines. Write for a 
to Pitney-Bowes, Inc., Walnut 
Stamford, Conn 


colorful 


“Or 
copy 


and Pacific Sts., 
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MAGGIE MAGNETIC VISUAL AIDS we mnie a 
rhis folder describes and pictures the 

various visual aids offered by Mag- Wh d 

etic Merchandising for use in assem- en you nee 


y visual ntrol systems for pro- 


duction, sales ventory, orders r 4 

sched io gy list Hy kits ,~ PRINTING in ad 

making visual office layouts, sales stl 

training an presentation Kit, map = 

control systems, visual training and — letterheads, 

education kit, and the visual control envelopes, price change 

- * my —— ~ oo notices, office forms, advertising 

:¥ oka literature . . . offset or letterpress .. . in black 

and white or multi-color . . . you can have it promptly . . 

without days of waiting. 

wre nrteniirma ise. ethan 

ha ge Ha gg ny ME DUPLICATING, TOO . . . the finest offset work . . . sharp and dis- 

This attractive blue-and-white folder tinct from first to last ... a few copies or thousands. 

lists and explains tl rious feature It’s .all yours when you own a Davidson Dual .. . and you'll quickly 

Wien mane Scrigtomath pay for it out of savings. Want 

details? Write today. 


for low-cost 
many adv 
masters 


Mr inM) 


Davidson 





NOMINATOR his folder demonstration 
how Denominator gives you a 


simple, modern method for counting, DAVIDSON CORPORATION 
tabulating and recording A Subsidiary of Mergenthaler Linotype ene 
* a yi ens fac Ay any - ne yeh Ib 1028-60 W. Adams Street, Chicage 7, Illinois 
ng, mail and telephone order tabula- 

tions, produc ale analysis, payroll 

Denominator, and other applications The Preferred Hotel in 
Illustrations Ip to spark up the 


copys The enominator Company, NEW YORK 
Inc., 261 Broady New York 7, N.Y 
\ 


J 
. A Ti - 
MICROFILMING HAS SOMETHING = Te dee tina 4 Way Comparison 
IN COMMON WITH AN OUNCE : J Post ey ing w whi f 
GF PROTECTION. ‘The fortpone  E Eoaegemy erates wertbehie, = | MT AGT TTT a ccs 
folder gives some very interesting A Mi private bath, shower 


IN ONE COMPACT UNIT 


information on typical cost factors 


for the small business, and other 


startling facts on fires. If you've been : inte ieetk @ 

thinking about microfilming your bus- sila EEE! Oa ; 

interesting. Microfilming Corporation . Pe 2 

of America, 11 EF. Pleasant Ave., May- ““ HOTEL 

wood, N. J e 
LINCOLN UniSpred 


SU Ue te le 


iness records, this folder will prove 


IBM SERVICES OR INVESTMENT 
BROKERS AND SECURITY DEAL- 
ERS. A new booklet by IBM shows 
iow the IBM method of accounting 
can provide the accurate and uniform 
records required by the brokerage 


business. It includes a brief explana- Please Mention a, 

tion of the equipment and its applica- 

tion to purchase and sale records, se- AMERICAN BUSINESS adeey, 
curity ledgers, customer ledgers, and | ° ‘ 
general ledgers. A number of forms 
and reports are illustrated. Available 
ym request from Department of In- 
formation, International Business Ma- Advertisers 
chines Corporation, 590 Madison Ave., 

New York 22, N.Y 
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we SHRED ALL 


WASTE PAPER SHREDDER 





Quickly shreds newspapers, magazines 
waste paper tissue ellophane ru 
pated cartons, wax paper, et nto unilorm 


resilient strands ideal for packing pur 
Especially adapted to shredding 
nidentiai records, biueprints, et per 
{this high-grade paper 


poses 


mitting the return 
to the paper mills, for re-use 


Compact, economical, safe. All revolving parts 
are covered lastantly edjustable. Shrede 's” to 
we Designed for continueus and trouble-free 


service 





FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—_return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 











50°, FASTER FILING 
with Oxford PENDAFLEX 





ABOVE: No papers can be tiled with 
out labortous search through old style 
filing folders 

BELOW: The desired PENDAFPLEN 
hanging folder is found instantly and 
papers filed in half the time! 


—_ 





Oxford Filieg Supply Co., lac 

56 Cliaton Road, Garden City, N.Y 
catalog d name 
of dealer who will make «a TRIAT 
(money back) INSTALLATION 


Please send Pendatle 
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NEW BOOKS 


WD) 
worth Tivsling 





rO WIN THESE RIGHTS. By Lucy 
Randolph Mason. This book 
foreword by Eleanor Roosevelt, is 
h 
j 





with a 


e CIO in the 
by the 


the story of t South 


personally tol woman who 


had a hand in organizing part of that 
region 
Miss Mason names many people 


ind she cites exact towns and plants 


so that the reader knows he is getting 
i first-hand picture of the labor 
ith of the Mason-Dixon 
line. She tells of “the first sit-down 
strike in the auto industry one 
1 plant worker 
was fired when he would not remove 


movement s« 


which started because 


a union button he was wearing. She 


recounts threats and cites cases 


where men were jailed for attending 
union meetings 

The publisher goes to some length 
to explain that Miss Mason has deep 
roots in the South that was once so 
solid. The daughter of an Episcopa- 
lian minister, Lucy decided 
in 1937 that she work 
for the CIO. She believed that this 
inion could do the most to 


Mason 


would go to 


advance 
and of interracial 
inderstanding in the South. Harper 
& Brothers, 49 FE. 33rd Street, New 
York 16, N. Y $3.00 


the cause of labor 
200 pages 


BASIC RULES OF ORDER. By 
Thomas H. Eliot. This handy little 
book is small enough to drop into a 
pocket so that it is immediately avail- 
able at meetings; but it is so easy to 
read and understand that most of the 
basic rules will be remembered after 
one reading 

The long, drawn-out 
that are found in so many books on 
parliamentary procedure are elimi- 
nated from this volume, and the chap- 
ters are short and concise, at the 
same time apparently including every- 
thing important. The author has kept 
his treatise abreast of the times, 
noting changes that occur from time 
to time. For example, he agrees that 
in large assemblies no _ discussion 
should be carried on until a motion 
has been made and seconded. In small 
assemblies, however, he said that it 
is often better to permit some discus- 
beforehand clearer and 
satisfactory motions will like- 


explanations 





sion since 
more 
y be made 

book is made ex- 
citing exam- 
is explained, 


The text of the 
tremely readable by 
ple. When some 
in example that the 
reader has no lerstand- 
ing exactly how the motion should be 
handled 


Since the 


motion 
follows so 


trouble 


author has simplified his 


book by traditiona 
terms in parliamentary procedure, he 
has included a chapter that is prima- 
rily for parliamentarians. This chap- 
ter explains why he used such terms 
motions and 


replacing som 





as ordinary substantive 
procedural motions instead of the tra- 
ditional main, subsidiary, incidental, 
and privileged categories. He explains 
the term “previous question,” and 
others which might be confusing, just 
so that chairmen will know what is 
meant when some traditional phrase 
that is becoming old-fashioned is used 
it a meeting 

here is an appendix for quick ref- 
concerning motions that 
should be seconded, those which can 
not be debated, and so on. A second 
appendix tells how a meeting should 
be organized 


erence 


Thomas Eliot was formerly a Con- 
gressman from Massachusetts, and 
he is now Chairman of the Politic- 
al Science Department at Wash- 
ington University, St. Louis. Har- 
court, Brace and Company, 383 Madi- 
son Avenue, New York 17, N. Y. 180 
pages. $2.00 


SIX WAYS TO RETIRE. By Paul W 
Boynton. A book planned to make age 
an asset when retirement gives you 
a second chance it offers these 
points 

1. Retirement to a new full-time 
career. 2. Retirement to a part-time 
occupation that will supplement in- 
come. 3. Retirement to creative activ- 
ity, avocations, hobbies. 4. Retirement 
community or 
expe- 
riences, the friend- 
ships, and the development of per- 
sonal relations. 6. Retirement to un- 
derstanding, to the creation of a ma- 
philosophy, and 
answers to what life is all about 


to public services for 
Retirement to new 


nation ’ 
building of new 


ture guiding some 


Each of these six Ways is discussed 
at length, but there are other discus 
sions that retiring people will be in- 
A chapter on “Financing 


into some 


terested in 
the Future 
about the plans that should be made 
for stretching money over the retiring 
Another chapter is concerned 
‘Where Will You Live? 

The author is a member of the staff 
of the Industrial Relations Depart- 
ment of the Socony-Vacuum Oil Com- 
pany. He has had more than 30 years 
of experience in working with people 
of many different kinds of back- 
ground and training. Another of his 
books is Six Ways to Get a Job. Har- 
per & Brothers, 49 East 33rd St., New 
York 16, N. Y. 145 pages. $2.50 


goes detail 


vears 
with 
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Business Forms 





SAVE UP TO 40% —OF YOUR 
BUSINESS FORMS PRINTING COSTS 


withthe € & G PLAN 


Investigate this 5 fes 
orinting costs by leading (industries throughout the country 


Write for full details today! 
Cullom & Ghertner Co. °° 


s 








Piease Mention 


“AMERICAN BUSINESS’ 


Wuen Warrixo ro Apvertisees 








Executives Wanted 





SALARIED POSITIONS 
$3,500 te $35,000 
We offer the origina! persona! employment 
service (established 43 years Procedure 
of highest ethical standards is individualized 
to your r 


personal requirements. Identit 


covered present posit ' protected Ask 
for particulars. R. W. BIXBY, IN¢ 4 
Dun Bidg.. Buffalo 2 b 





Business Booklets 








“HOW TO WRITE BETTER LETTERS” 


by L. EB. Prailey 
If you write or dictate letters » find 
@ stimulus in this new pocket-size booklet 
by “Cy” Frailey. Sample copy. 40 cents 


THE DARTNELL CORPORATION 
4660 Ravenswood Avenuc, Chicage 40 














SERVICES and SUPPLIES 


Steel Guide Tabs 






















UnbdBreskable spring jews 


ards but 
t a rearrange mer 
Leree epenings ered by trans 


ba t white, blue, green, yellow 
insertable tabets perforated strips for ¢ 





2 Sizes and Tope straight “ 

Seid by best stationers, | ~ « forete ~ 

pe Sponsibie irme lays trial P 
Vow Alling orders promptly 


Samples (5 or leas) 2 conte cach 
used by Shapleigh Hardware Co 
puis 


CHAS. C. SMITH Co., Mfr., Box 672, Exeter, Nebr 
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LOOM AMTEAD eZ 





p' sident-elect) Eisenhower's appointments, 
with their promise of a conservative, middle- 
of-the-road administration, have given busi- 
nessmen new heart. Where they used to kee p 
their hands in their pocke ts, they are now reach 
ing for new opportunities. Republican and 
Southern Democrats have traditionally stood 
for sound money, balanced budgets, and pri 
vate enterprise, They believe that before you 
can distribute wealth, wealth has to be created 
While there may he some who will ery “de- 
Hlation,’ few Americans will object if it will 
issure them a sound dollar. Once creeping 
nflation and dollar ¢ lipping has been stop pe d, 
i considerable volume of idle funds will come 
back into the securities markets and be avail 
thle for the expansion and modernization of 
our industries. Small business, especially, will 
benefit from this new climate in Washington. 
And so-called bigr business, once it stops 
bemg hounded by the Federal Trade Commis 
ion, the Federal Power Commission, the Na 
tional Labor Relations Board, and other hell- 
raising bureaus, will step out again. Kven Mr. 
Avery will take heart. This being so, we see 
little danger of the much-advertised 1953 de- 
pression hanging around very long, if it arrives 
atall. Rather we see a green light ahead for 
husinessmen who are not color blind. Only those 
who siton their hands and refuse to get their 
costs down will experience rough sailing. But 
let'Smake no mistake about one thing: The new 
Wiministration will encourage competition. So 
1953 ccononmue conditions will have no room 
for the man who has ror soft, or who is used 
to having his good old) Unel pull his sales 
chestnuts out of the fire 


Little Things Add Up 


Sam Workman, that dynamic fellow who 
specuilizes inc helping businessmen with theit 
overload problems, points out that the big job 
facing: business next year is to get people to do 
the many little things which, by themselves, 
nuty not seem very maportant, but which added 
together may mean the difference between a 
profit and ai loss For instance,” he says, 
miuiny executives have seen employees waste 
> to 10 per cent of their time daily, not real- 
izing how that runs up costs and cuts down 
production; they waste power and light; they 
lose tools and machine parts; they waste raw 





materials and even finished products with care- 
less work, careless handling, careless finishing, 
careless packaging. With a ‘don’t care’ attitude 
they produce only 85 or even 75 per cent of 
what they could produce.” We all know this is 


true, but what are we doing about it’ During 


the easy-come, easy-go era we are now leaving 
behind, most of our employee s grew careless 
about these little things. Many of them never 
had the benefit of the training those of us who 
came through the depression years received 
Thousands of dollars, equivalent of tens of 
thousands of dollars in sales to the average 
business, just dripped away. Now the squeeze 
is on. Operating costs are climbing, sales vol- 
ume is hesitating. Raising prices is not. the 
answer. That is merely playing into the hands 
of our competitors. But doing the little things 
which add up to something big is one sure way 
to bring down costs and add to our 1953 profits 


Your Salesmen's Pay 


Since Korea, the need of finding a better 
way to pay salesmen has become a must. As 
management revamps its sales program and 
sets up new sales objectives, TL IW and WHY 
we pay our salesmen, even more than how 
much we pay them, will determine how effec- 
tively they will work. A compensation plan 
that worked well in the 1940's, when goods 
were in short supply and profits were lush, 
may miss the mark completely in the 1950's, 
when goods should he plentiful and compe- 
tition for the consumer's dollar exceedingly 
keen. A well-balanced pay plan should do 
more than afford a salesman a living. ‘To pro- 
vide those responsible for sales operations and 
results with factual information concerning 
salesmen’s pay plans others have found most 
effective, Dartnell is making a survey to de- 
termine the average earnings of experienced 
salesmen, junior salesmen, sales trainees, and 
incentive pay plans found most effective under 
competitive selling conditions. Results of the 
study will be released in ten sections at monthly 
intervals to charter subscribers for $17.50. A 
plan that worked well for one company might 
not work equally well for all. Each ‘business 
has its own peculiarities and problems. But the 
data released in these reports will give you a 
back-ground for your own pay plan and en- 
able you to begin your planning.—J.C_A. 
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* 
ee® ” 
ee* . 
Size 5 by 8 Inches. Forty-Eight Sections. 1,150 
Pages. Fully Indexed. Bound in Leatherette 


Price: $10.00 Plus Postage 


s€ e convenient coupon below 


The BEST-SELLING 
reference book on 
SALES PROBLEMS 


48 SECTIONS: Plans, Ideas, 
Experiences, Suggestions on Sub- 
jects Like These: 





Marketing and Full Employment 
Marketing and Distribution Trends 
The American Market 

Distributing Through Wholesalers 
The Independent Dealer 

Chain Stores and Mass Distributors 
House-to-House Selling 

Selling to Industry 

Practical Sales Research 

The Sales Policy 

Competitive Trade Practices 


Premiums and Trade Deals 
Trade-Marks and Trade Nome 
Designing to Se 
Sales Budgeting 
Salesmen in Distribution 
Deportmenta! Organization 


Coordinating Sales with Other Functior 


Establishing Sales Potentials 
Field Organization 
Salesmen's Unions 

Duties of the Sales Manager 


Compensating the Salesn en 
Manufacturers’ Sales Age its 
Sales Job Classifications 
Recruiting Salesmen 

Selection Procedures 
Psychologica! and Other Tests 
Training the New Salesman 
Sales Schools and Courses 
Retraining Salesmen 

Sales Meetings and Conferences 
Sales Playlets and Skits 





Sales Films and Slides 
Sales Tools and ‘Props 


Compensation of Sales Executives 
Compensation of Sales Supervisors 


Pricing Policies 
Discounts and Terms of Sale 


MAIL THIS 
ORDER FORM 
TODAY! 


an SSeS Sew w eee awaey 


THE DARTNELL CORPORATION 
4660 Ravenswood Avenue 
Chicago 40, Iliinois 


Send on 10-day approval o copy of the Dartne 


HANDBOOK. Bil! at $10.00 a copy plus postage 


1,150-page SALES MANAGER'S 





Bill Company Bill Personally Check Attached. Dartnel!l pays postage 
INDIVIDUAL TITLE 
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-) STREET 
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I; YOU'RE the man who drives a good car . . . pays a little more 


for the best woolens . . . and appreciates the ultimate economy and satisfaction 
of buying and owning the very best, then you're the man who deserves 

to own the STEEL AGE Executive Desk. True, it costs a few dollars more than 

the conventional steel desk. But don’t try to measure its superlative 

design, comfort, and rare metal craftsmanship in dollars. It can’t be done. 

May we suggest that you call your STEEL AGE Dealer this week. He'll be delighted 

to give you the full particulars on the Executive Desk or any other member of 

the STEEL AGE family of Quality office furniture. 


CORRY-JAMESTOWN MFG. CORP, CORRY,: PA. 





